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"Book-keeping is the very Key of your position. The 
records of the Bankruptcy Court show how many colossal 
fortunes are wrecked, how many growing prospects are blasted, 
through ignorance of this vital part of commercial knowledge." 
—GEORGE MOORE*S address to the Commercial Travellers' 
Schools, (Smiles's Life of G. Moore). 
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PREFACE. 



Teachers and others, who miss in this book 
some things which they have been accustomed 
to consider essential parts of the study of Book- 
keeping, will be inclined to feel surprise at 
these apparent deficiencies. 

It may not therefore be out of place to explain 
that the design of this little manual is to make 
the Theory of Book-keeping sufficiently plain for 
children to understand it ; and in order to do this, 
It appeared to the Author much more sensible 
not to interweave therewith troublesome Arith- 
metical Exercises in Practice or Bills of Parcels. 

It is better (as every good teacher knows) to 
teach one thing at a time. That this wholesome 
truth has not been recognised in most of our 
School-books on Book-keeping, will probably 
help to account for the contempt which practical 
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men usually have for the teaching of this science 
in our Schools. 

It is sometimes argued that it is superfluous to 
attempt to teach Book-keeping, as " every man 
has his own system" ! This is true, and yet not 
true. There is but one system of Book-keeping, 
properly so called. The old distinction between 
Single and Double Entry is mischievous, just 
because it leads to the supposition that there are 
two distinct "systems." If once the Principle 
of Book-keeping is grasped, it may be applied to 
the peculiar circumstances of any Trade or Pro- 
fession ; for as widely as business occupations 
differ, so diverse are the applications of the Prin- 
ciple. Now, if by "systems of Book-keeping" 
we mean the various applications of the one 
principle, of course the objection above stated 
holds good. For which "system" should we 
begin to teach ? the Banker's ? the Manufac- 
turer's ? the Merchant's ? the Farmer's } the 
Professional man's ? or the Tradesman's } It 
would be impossible to teach all ! Their name 
is legion. It would be absurd to pick out one 
and teach that. They differ so widely from 
one another. 
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But the Principle is uniform — and therefore 
can be learnt by all. It is universally applica- 
ble — it is therefore worth learning by all. 

It has been said that this book is written 
for children. Simple, (perhaps even childish) 
language and illustrations have been used, and 
repetition- has been unhesitatingly employed 
wherever it has seemed that perspicuity might 
be gained thereby. 

Nevertheless it may not be quite unreasonable 
to hope, that some of those, who have laid most 
of their School-books on the shelf, will be glad 
to meet with a clearer explanation of the princi- 
ples of Book-keeping than any they have yet 
seen, and will find this little School-book of 
some service to them in spite of the simplicity 
of its style. 



Collegi House f Braintree^ 
July 1878, 
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THE THREE ESSENTIALS. 



.-• A. 



In Book-keeping : 



First. Learn to be CORRECT. 

T/ten Learn to keep the Books Neat and Clean. 

Lastly : Learn to be Quick. 



" T/ie Three Essentials^ 



^ CORRECTNESS. 

f. NEATNESS. 

<>5. pUiCKNESS. 



I. Attend to the above in their proper order. 



2. 



Do not consider yourself a "good Book- 
keeper" until you can remember and prac- 
tice all three at once. 



LESSON I. 

What "Book-keeping" Means. 

I want you, for the first lesson, to try and 

understand what Book-keeping really means. 
To begin — pray do not fancy that there is 
nothing to learn except to write nicely, though 
a neat and distinct style of writing will be very 
useful to you. For you will have to make 
"entries" of all kinds in various books, and to 
copy these "entries" in a particular manner into 
other books. This copying entries from one 
book to another is called "posting"; and, if you 
should ever be a clerk, you will find what a 
great deal of time and care "posting" requires. 

But you may know how to "enter" and "post" 
very rapidly and correctly, and yet not really 
understand much about Book-keeping. 

What then does Book-keeping teach ? Two 
things. 

(Firstly) — How to keep your books in such a 
way that you can readily find in them an answer 
to every question about your business, which 
you may want an answer to. If you will think, 

B 
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you will soon see what kinds of questions I 
mean ; or you can look at the headings to 
Lessons 5, 6, 7, and 8. 

Moreover, Book-keeping gives you the 
answers to these and similar questions, in such 
a simple and straightforward way, that it saves 
a world of trouble, by telling you precisely what 
you want to know, in the most ready and con- 
venient manner. 

But, (secondly) — the great advantage — the 
true "science" of Book-keeping is, that it shows 

you how to Prove your Books, that is, to 

see that all your work is correct, so that you not 
only know exactly how much you are worth, and 
how much profit you have made, but are sure 
that you are RIGHT. 

You will say, "If I can learn how to do this, it 
is something worth learning ! But is it really 
possible?'' Certainly it is. Just as it is possible 
to do a long sum in compound multiplication 
and "prove" it by division.* 

Now I want you to $ee that the most essential 



♦ It is desirable at first, to establish the truth of the above statement 
AS A GENERAL RULE, without burdening the mind of the young scholar 
by "exceptions." 
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part of Book-keeping is knowing how to prove. 
And, in order that you may learn to do this as 
quickly as possible, I have, in this little book, left 
out many things about "bills," "cheques," and 
so on, which you will have to understand by and 
bye, 

I have also supposed that you have gone into 
business for yourself, and have done a little buy- 
ing and selling, and receiving money, and paying 
it away. These things are called "transactions," 
and I have given you, instead of a long series of 
eighty or a hundred transactions, taking six 
months to get through, a very short series of 
only three to begin with (see page ii^). Because, 
if you can prove yOUr Books when there 
are only three or four things to enter, you will 
soon learn to do the same thing with thirty or 
forty ; — just as, when you learnt to swim, you 
found it very easy work, after you could once go 
half-a-dozen yards alone. And I hope that 
when yeu have finished these lessons, you will 
be able, with very little trouble, to make the 
proper entries of the " transactions" in their 
proper places, and to prove your own work to 
be correct, 

B2 
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If you can do this, several advantages will be 
gained : — 

1 . You will not want a key to tell you whether 
you are right. 

2. You will be able to work without troubling 
your teacher too often. 

3. You will feel that you really know more 
about " Book-keeping" than a great many grown 
up people who are in business for themselves. 

4. If you can enter six transactions and 
"prove," you can (by taking extra care) do the 
same with twelve, or twenty, or indeed any 
number of transactions. 

5. If you prove your Books when you 

go into business for yourself, (as I hope you will, 
whatever business you follow,) you will learn to 
place confidence in them ; and if any question 
or dispute arises between your Books and any- 
one else s, (as often happens in real life,) you will 
feel pretty sure that your own JBooks are right, 
and the others wrong. 
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' LESSON 11. 

How to Balance a Dr. and Cr. 

Account. 

You will see what is meant by a Dr. and Cr. 
account, if you look at the examples given at the 
end of this lesson. Remember : — 

1. " Dr." stands for " Debtor." 

2. "Cr." stands for "Creditor." 

3. " Dr." is always put on the left-hand side. 

4. " Cr." is always put on the right-hand side. 

5. Always say " Dr. To." 

6. Always say " Cr. By." 

You will understand where to write the words, 
"to" and "by" if you look once more at the 
examples below. You must now learn the 
following rules by heart, reading the explanation, 
and afterwards working out the exercises. 

RULES FOR BALANCING AN 

ACCOUNT. 

1. Add up both sides. 

2. Find the difference. 

3. Put it down. 

4. Add up both sides again. 

5. Rule off. 

6. Bring the balance down. 
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EXPLANATION. 
1. Add up both sides, (in your head, or 
on a piece of paper, or anywhere except in the 
book). 

2. Find the diflference, (of course by 

subtracting the smaller amount from the 

greater). 
3. Put it dOW^n, on the lighter side^-calling 

it ''balancer (This must, aS 
you will see, if you think, 
make the two sides equal. 
It is like holding up a pair 
of balances, and putting 
extra weights in the lighter 
scale, until the two sides 
weigh the same). 

4. Add up both sides again. (This 

time, add them up in the book, and on the same 
line. Now, the two totals will be the same. 
If not, you have made some mistake.) 
5. Rule off. (Notice that ruling off comes 
after adding up. The manner of ruling off 
can only be learnt by an attentive study of 
the examples given. Let the lines be thin— 
^)en—straight,2xA doublelines close together). 
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6. Bring the balance down. (Always 

to the opposite side). 

EXAMPLE. 
In order to show you very plainly how the 
above rules are to be used, we will take an 
account, and "balance" it, pausing at each step 
to see that we clearly understand what we are 
doing. 

Dr. Cash Account. Cr. 



;f S. d. 

Jan. 7 By F. Mayhew . 990 
„ 8 „ £. Andrews. 13 o o 



£ s. d. 
Jan. I ToCashinhand 50 o o 

„ 4 „ R. Smith ... 14 10 o 

„ 7 „ J. Downing . 27 12 6 

„ 10 „ W.Tunbridge 16 16 o 

We are asked to "balance" the above account. 



Rule I. Add up both sides. 



Fig I. 



Dr. side ;^io8 i8^. 6d. 
Cr. side ;^ 22 ^s. od. 

The scales are at present 
very unevenly balanced. 
I must throw more 
weight into the Cr. 
side. 
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Rule 2. Find the difTerence. Or, in other 

words, see how much extra weight is required 
in the Cr. scale to make the two "balance." 

Dr. side ;^io8 i8 6 

Cr. „ 22 9 o 

Difference 86 9 6 
Notice, that thus far we have not touched the 
account itself at all. We have only done some 
adding and subtracting, in order to find the 
difference. You will remember that this differ-- 
ence is called the "balance." 

Rules, Put it dow^n on the lighter 

• side. Now the lighter ^^^- 2. 

side means that which 
has the smaller total, 
and is not always the 
side which has the 
fewer entries. We 
proceed then to put the 
balance down: — 



Dr. 



Cash Account^ 




£ s. d. 
Jan. I To Cash in hand 50 o o 

„ 4 „ R. Smith ... 14 10 o 

$f 7 a J* Downing. 27 12 6 

I, 10 „W.Tunbridge 16 16 o 



£ s. d. 
Jan. 7 By F. Mayhew . 990 

„ 8 „ £. Anderson 13 o o 

„ 10 „ Balance 86 9 6 
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II 



Rule 4. Add Up both sides in the 
Book. 



Dr. 



Cash Account. 



Cr. 



£ s. d. 
Jan. I To Cash in hand 50 o o 

„ 4 ,, R. Smith ... 14 10 o 

„ 7 „ J. Downing. 27 12 6 

„ 10 „ W.Tunbridge 16 16 o 



£ s. d. 
Jan. 7 By F. Mayhew 990 

8 „ £. Andrews. 13 o o 



if 



„ 10 „ Balance 86 9 6 



;^io8 18 6 



;f 108 18 6 

Notice that the two 
totals, ;^io8 18^. Gd.y are 
on the same line. Now 
the scales are equally 
poised. 

CAUTION. Never 
be tempted to "save 
trouble" by copying your totals from your first 
casting on paper. Always add up a second 
time in the book. 




Rule 5. Rule off. 

Dr. Cash Account. 



£ s. d. 
Jan. I To Cash in hand 50 o o 

,. 4 „ R. Smith ... 14 10 o 

>» 7 >> J- Downing . 27 12 6 

„ 10 „ W.Tunbridge 16 16 o 

;^io8 18 6 



Jan. 7 By F. Mayhew 
8 ,, £. Andrews. 



»» 



*> 



10 ,, Balance 



Cr. 

£ s. d. 
990 

13 o o 

86 9 6 



£\d^ 18 6 



12 
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Do not rule exactly on the blue line, but 
about one eighth of an inch below. Be careful 
not to let the lines you rule, cut or touch the 
figures. 

Rule 6. Bring the balance dow^n. It 

there is no more room on the page, a new 
heading is made for the account on the next, 
or some other page ; and the " balance," 
instead of being carried down, is carried away. 
Whether the balance is carried "down" or 
" away," it is always carried tO the Opposite 

side. 



Dr. 



Cash Account. 



Jan. I To Cash in hand 50 o o 

ft 4 f, R. Smith . . 14 10 o 

99 7 99 J. Downing . 27 12 6 

,,Io „ W. Tunbridge 16 16 o 

;fio8 18 6 



99 



II To Balance 
brot. down 



I 86 9 6 



Cr. 



£ s. d. 
Jan. 7 By F. Mayhew . 9 9 o 

„ 8 „ E. Andrews... 13 o o 

10 „ Balance 86 9 6 



» 



(car. down) 



£id& 18 6 



Note, When there is No difference between the two sides of an 
account, they may be added up and ruled off according to Rules 4 and 5. 
such a case as this, there is no ''balance*' to bringdown, and the 
mt is said to be •' closed." (See Exercise 6). 
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EXERCISES ON LESSON H. 
Balance the following accounts :" 

(I.) 

Dr. Cash Account. 



1878 ;C s. d. 

Feb. 2 To Cash in hand 74 2 2 

„ 10 „ T. Rolfe 18 10 o 

tf 15 » W. Johnston 32 15 6 

„ 20 „ N. Orfeur ... 9 2 11 



Cr. 

1877 jtf «. d. 

Feb. 3 By W. Clover . 40 o o 

„ II „ F. BrittOD... 57 10 o 



Dr. 



(2.) 
Goods Account. 



Cr. 



1878 £ s. d. 

Mar.jToGoodsinhand 100 o o 

„ 10 ,y Purchases ... 150 o o 

„ 21 „ Ditto 75 o o 



1878 jfs. d. 

Mar. 8 By Sales 99 to o 

„ Ditto 84 18 o 



»> 
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(3.) 



Dr. London and County Bank. Cr. 



1878 £, s. d. 

Apl. I To Balance 224 3 9 

„ II „ Cash 100 



O o 



1878 £ s. d. 

Apl. 3 By Clarkson ... 24 10 o 

5 „ Jackson 30 18 

8 y, Thompson's 
ace 

„ 17 „ Wilson 7 17 o 

27 „ Johnson 13 15 9 



»> 



>t 



^mpson's I ^ 

IT* pCl* •• • 1 



o o 



>l 



(4.) 

Dr. R. Brown & Co. Cr. 

1878 £ s. d. 

May 2 To Goods 141 7 6 

„ 7 „ Ditto 22 9 3 

„ II „ Ditto 72 10 o 

„ 13 „ Ditto 89 9 o 

(Proceed with the above just as you would in any other case. Of 
course you will not have to "subtract** in order to find the "difference.**) 
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(5.) 

Dr. Lambert & Co. Cr. 

1878 . £ s. d. 1 1878 I 



Junes To Cash 100 o o 

„ 6 „ Bill 160 10 10 

„ 16 ,. Ditto 313 12 4 

,, 27 „ Cash 50 o o 



s. d. 

June I. By Goods 260 10 10 

If 15 .. I^itto 313 12 4 

„ 26 „ Ditto 82 16 8 



(6.) 

JJr* Thomson & Sons. Cr. 



1878 £ s. d. 

July 7 To Goods 33 6 8 

„ 8 „ Cash 66 13 4 

„ 10 „ Ditto 20 o o 

22 „ Ditto 30 o o 

30 „ Bill 147 16 7 






1878 £ s. d. 

July 5. By Goods 150 o o 

6 „ Ditto 75 10 o 

7 „ Ditto 24 10 o 

9 „ Ditto 47 16 7 



99 



{ 7. ) Make out an imaginary account of Mr. Collier having five 
entries, showing a balance on the Dr. side. 

( 8. ) Make out a similar account of Mr. Cross, showing a balance on 
the Cr. side. 

( 9. ) Make out Cooper and Bonn's account, with four entries on one 
side, and six on the other, making the account balance. 

( 10. ) Make out a Cash account, putting Cash in hand ;^70O os. od. 
on the Dr. side, and the following names and amounts on the Cr. side : 
— Gladstone ;f82 3s. 2d. ; Smoothy, ;f66 6s. 6d.; Ballard, ;fiio los. 
6d. ; Wilkins, ;f 46 19s. od. ; Mellor, los. 6d. ; Goods, ;f 20 ; Trade 
expenses, £17 lis. iid. ; Bank, ;f 100. Balance as usual. 
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LESSON III. 
"In and Out," or Accounts of THINGS. 

There is a great difference between accounts 
of things and accounts of persons. The latter 
are called personal, and the former real 
accounts. I f you wish to decide whether you 
ought to call an account "a real account," you 
have only to ask yourself whether the heading 
or name of the account is the name of a thing. 
Thus you would at once conclude that the 
accounts headed "Tea," "Coffee," "Cash," 
"Goods," "Shop Fixtures," &c., &c., are real 
accounts. 

It will very much help you to understand 
these accounts, if you try to get a mental 
photograph of the following diagram to start 
with, and carry the same constantly in your 
mind's eye. 
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What does this mean ? It means that all 
Cash, Goods, &c., con inj IN must be put on the 
Dr. side of the account, and that all Cash, Goods, 
&c., going OUT must appear on the Cr. side. 
Thus for instance, in the Cash account on page 
(9), the entry "Cash in hand ;^50," means that 
on Jan. ist, ;^50. came IN, or was received to 
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start with, and the next entry means that £\\ 
\os. od. was received from R. Smith, on Jan. 
4 — and in short all the amounts on the Dr. 
side signify "Money," or "Cash" received or 
coming IN, whilst those on the Cr. side signify 
Cash goyig OUT, or/^/iflf away. 

Note. — i. The Balance of the Cash account represents the Cask 
in hand. 

2 You cannot pay away mote money than you receive 1 
Try to think what follows from this, about the two sides of Cadi 
account. Which must be the greater ? and on which side must the 
"balance" fall? 

"Goods" accounts are kept in the same way. 
The word "Goods" as used in Book-keeping 
stands for anything (no matter what), that is 
bought or sold for the purposes of trade. Goods 
that come IN are put on the Dr. side of Goods 
account, and goods that go OUT on the Cr. 
side. 

Of course goods that come IN are goods that 
are bought, and goods that go OUT are 
goods that are SOld, so that we shall see 
on the Dr. side of every Goods account a list 
of all purchaseSy and on the Cr. side a list of 
all sales. 
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The following Examples of two different kinds of Goods accounts will 
lelp you to do Exercises 5, 6 and 7. 

Dr. Goods Account. Cr. 



£ s. d. 

Jan. To Stock in hand . 100 o o 

Feb. „ CreditPurchases 200 o o 

Mar. ,f Ditto ditto .... 150 o o 

y, „ Cash ditto . ... 20 o o 



£ s. d. 

Jan. By Credit sales ... 80 o o 

Feb. „ Ditto ditto ... 150 o o 

,, „ Cash ditto. ... 25 o o 

Mar. „ Credit ditto ... 100 o o 



Z?r. Sugar Account. Cr. 



£ s. d. 

Jan. To Stock inhand 1147 9 5 

Feb. 2 ,, Thompson . 222 3 4 

5 „ Scott 395 6 8 

21 „ Whibley ... 163 6 6 



a 



£ s. d. 

Jan. 19 By Bone & Co. 550 o o 

,, 27 „ Betts 696 8 2 

Feb. 4 „ Wilson ... 500 19 6 



EXERCISES ON LESSON IH. 

Make out Cash accounts from the following statements and "balance,*^ 
showing the amount of Cash in hand, on the last date given. 

(i.) I had Cash in hand to start with ;£'i27 los. od. — ^Jan. 2, 1 paid 
Mr. Dickson, £2/^ 6s. od.— Jan. 3, 1 received from Drayton aud Sons, 
jf98 9s. lod. — ^Jan. 4, I received from Mr. Dalton, ;^20 — ^Jan. 5, I paid 
Mr. Denham, £6$ 15s. 6d. — ^Jan. 6, I paid Mr. Doughty, £4^ i8s. 8d. 
— Jan. 7, I received from Mr. Deal, £^ is. 6d. — ^Jan. 8, I received 
from Mr. Dash, 12s. 9d. 

(2.) Feb. I, Cash in hand £$Q. — Received from J. Start, ;f 39 4s. 7d. 
— Feb. 4, Paid Mr, Salmon, £^2. lOs. 2d. — Feb. 7, Received from Mr. 
Short, £200 — Feb. 9, Paid Mr. Swift, £^2 12s. 3d.— Feb. ii. Paid Mr. 
Shippey, £6^ 6s. 7d. — Feb. 12, Paid Mr. Steady, £^ 9s. od.— Feb. 17, 
Received from Mr. South, £100. — Feb. 19, Paid Mr. Shallow, ;f 12 2s. 
4d. — Feb. 22, Paid Mr. Saintey, ;f5.— Feb. 25, Received of Mr. 
Scammell, 2s. 6d.— Feb. 28, Paid Mr. Saling, ;f ii lis. od. 
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(3.) March i. Cash in hand, £120 — ^March 3, Paid Trade expenses; 
jf 10. — March 4, Paid Union Bank, £^ — March 6, Received of R. 
TumbuU, jf90.— March 8, Paid W. Tranter, £'j$ 12s. od.— March g. 
Received for goods sold, £2$ los. 6d. — (Say "Goods — Cash sales.") 
//,B, — Remember that what the Cash comes IN the Goods go OUT," 
therefore if you where enter ing this in " Goods^'^ account ^ you would enter 
it on the Cr, side, because'itis " Goods** OUT ; but in "Cash account* 
it goes on the Dr. side, because it is ** Cash** IN. — March 12, Paid for 
Goods bought, £1$ 15s od. (Say "Goods — Cash purchases.") 

(4.) April I, Cash in hand jf75. — April 2, Sold Goods for Cash, 
;£'20. — (consider whether this is Cash UJ" or Cash OUT). — April 4, 
Paid Mr. Elton, ;f 16 6s. gd. — April 7, Mr. Edgington pays me, ;f la 
— April 15th, Bought Goods for Cash, £2^ 19s. 6d. — (Cash IN or 
Cash OUT ?)— April 20, Paid Mr. Eltham, £66 9s. od.— April 2^ 
Received from Union Bank, £$0. — April 25, Paid Trade Expense^ 
£iS 15s. od. 

(5.) Make out "Goods account" from the following statement, bat 

do not balance : — 

jf* s. d« 
July I . Goods in hand (to begin with. Say * * To stock 

in hand") 250 o O 

,1 31 Goods sold "on Credit "(that is, sold but not 
paid for at the same time. Say "Credit 

Sales") 120 o o 

J,, „ Goods sold for Cash (Say '•Cash Sales") ... 77 9 5 
„ „ Gk)ods bought on Credit (Say "Credit 

Purchases") 150 o o 

„ „ Goods Bought for Cash (Say "Cash 

Purchases") 35 10 o 

(6.) Make out " Goods account." 

Jan. Stock in hand, ;f 721 i8s. 4d. — Bought on Credit, ;f 324 i6s. 7d. 
—For Cash ;f2a— (Feb.) Sold on Credit, £2^$ los. 2d.— For Cash, 
;f 37 8s. od.— Bought on Credit, £&2 3s. 6d.— (March) Sold on Credit, 
;fi64 7s. 9d.— For Cash, ;^22 2s. 9d.— Bought on Credit,;^ 159 6s. lod. 

—For Cash, £^S "Ss. 4d. 

C 
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(7.) Make out separate accounts (without balancing), for ''Tea" and 
Wine" from the following series of tvansactions : — 



M 



£ s. d. 

Jan. I Teaonhand 595 14 S 

„ „ Wine „ 923 2 4 

^ 5 Bought Wine of Mr. Bremer 150 o o 

(Say **To Bremer ;f 150.") 

„ 17 Bought Tea of Mr. Nuttall 200 o o 

Feb. 12 Sold Tea to „ Southall 250 o o 

,, 20 „ Wine „ Bentall 500 o o 

Mar. 5 „ „ „ James 50 o o 

,, ,, ,, Tea „ More 60 18 6 

April 6 Bought Wine of Mr. Carpenter no o o 

II Sold ,, for Cash ^3 4 5 

(Say "Cash Sales.") 

19 Bought Tea for Cash 20 o o 

„ 27 Sold „ , 31 10 o 



»> 



» 



f 8. ) Make out and balance an imaginary Cash account for December 
r877, showing the Balance of Cash in hand on December 31st, to 
be ;f 100. 

( 9. ) Make out and balance an imaginary Cash account, containing 
two entries on the Dr. side and eight on the Cr. side ; having the same 
amount of Cash in hand at the beginning and end. 



LESSON IV, 

"He owes me" and "I owe him." 

I asked you to take a mental photograph for 
accounts of things. Let me ask you to take 
another for accounts oi persons. 




Accounts of Persons. 
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I think you will have small difficulty in under- 
standing what this means. You are a linen- 
draper, w^e will say, and Mr. John Smith walks 
into your shop, and asks you "how his account 
stands." You turn to th^account in your books 
headed "John Smith," and if you see £2^ on thq 
Dr. side, you say at once "Mr. Smith owes me" 
£2$. — If you see ;^50 on the Cr. side, you say 
" I owe him" ;^50. But if you see an amount or 
several amounts on both sides, what are you to 
understand by this ? If, for instance, you see by 
the entries on the Dr. side, that John Smith owes 
you ;^5, and at the same time you see from the 
entries on the Cr. side that you owe John Smith 
£1 los. od. what would you say ? Would it 

C2 
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not be very clear that the two things considered 
together come to this : — ^that John Smith owes 
you £2> lO-^- o^-> o^ ^^ difference, or ''balance" of 
the two sides. 

The nature and meaning of all personal ac- 
counts will be made still more plain by attention 
to the following examples : — 
Dr. James Brown. Cr. 

£ s, d. I 

Jan. I To Balance ... 150 o o | 

What is the state of James Brown's account 
on the 1st of Jany. ? James Brown owes me 

Dr. James Brown. Cr. 

;f s. d. I £ ^' d. 

Jan. I To Balance ....150 o o^Jan. 10 By Cash 200 o o 

What is the meaning of the entry that has 
been added, and how. does the account now 
stand ? The entry on the Cr. side means that 
on Jany. loth, James Brown gave me ;^200, 
and the account now stands ";^50 Cr.," or in 
plain English " I owe James Brown ;^50." 

Dr. James Brown. Cr. 

£ s. d. 
Jan. 10 By Cash 200 o o 

Feb. 15 „ Do 200 o O 



£ s. d. 
Jan. I To Balance .150 o o 

Feb. 4 »> Goods 300 o o 

„ 12 „ Do 50 o o 



20 ,, Do 100 o o 



»• ^^ »» 
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How did the account stand on the 4th of Feb. ? 
;^250 Dr. (that is, James Brown owed me £2^(S). 
How did it stand on Feb. 12th? ;^300 Dr., 
(that is James Brown owed me ;^30o). What 
was the state of the account on Feb. 15th? 
;^ioo Dr. How does it now stand (Feb. 20th)? 

Answer. It "balances :" that is to say, I do 
not owe James Brown anything, nor does he 
owe me anything. 

We will now rule off, and suppose that on 
March ist, he buys goods ;^500, and on March 
5th pays cash ;^350. 



Dr. y antes Brown. Cr. 

£ s. d. 
Jan. I To Balance ... 150 o o 

Feb. 4 „ Goods 300 o o 



„ 12 „ Do 50 o o 

Mar. I To Goods ... ;^500 o o 



£ s. d. 

Jan. 10 By Cash 200 o o 

Feb. 15 „ Do 200 o o 

„ 20 „ Do 100 o o 



£Soo o o 



Mar. 5 By Cash ... £3$^ o o 



What is the state of affairs between me and 
James Brown now ? It is manifest that the 
account now stands ;^i50 Dr., showing that 
James Brown owes me ;^i50. 

Now balance the account again, and enquire 
once more how it stands. 
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Dr. Javttes Brown. Cr. 



£ s. d. 

Jan. I To Balance ... 150 o o 

Feb, 4 „ Goods 300 o o 

„ 12 „ Do 50 o o 

_£s<^_p o 

Mar, I To Goods.. . 500 o o 



£S^ o o 



Jan. 10 By Cash 200 o o 

Feb. 15 „ Do 200 O O 

,, 20 „ Do 100 o O 

£ 500 00 



Mar 5 By Cash 350 O O 

,, "„ ,, Balance... 150 O O 
(car. dow n) 

£Soo o o 



Mar, 5 To Balance ;^I50 o o 
(bt. down.) ' 

We see at a glance that the account stands 
just as it did before being balanced, and you will 
find this is always the case. So please remember, 
that the state of an account is not in any way 
altered by its being " balanced'^ 

THREE CAUTIONS. 

When you wish to ascertain the state of any 
account : — 

1. Remember, it is the "Balance" that gives 
the answer. 

2. When an account has been previously 
balanced and ruled off, look only at that part 
which comes below the double line. 

3. Beware of hastily catching sight of the 
Total and calling t/tat the Balance ! 



Accounts of Persons. 2^ 



EXERCISES ON LESSON IV. 

( I. ) Make out and balance Robert Robinson's accoimt with ten 
entries, showing that '* He owes me " £^1 9s. 4. 

( 2. ) Make out and balance Benjamin Butler's account with ten 
entries, showing that " I owe him " ;f loio los. 6d. 

( 3. ) Make out and balance Hatfield and Bloomer's account (ten 
entries), starting with a balance of;f79 15s. 6d. on the Dr. siae, and 
showing at the close that the account ''balances.' 



j» 



( 4. ) Make out and balance three personal accounts with three 
entries in each. The first to have a Dr. balance — the second a Cr. 
balance — the third no balance. 



(5.) Sampson and Co. 



£ s. d. 
June I 82 8 4 

» 4 ^S 10 o 

„ 7 82 II o 

,, 12 10 o 6 

» 14 550 



£ s. d. 

Jime 3 121 2 I 

5 34 6 9 

II 66 2 10 



» 



ft 



ff IS 45 15 ^ 

,> 17 29 19 o 



What was the state of Sam]>son and Go's, account on each of the dates 
on the Dr. side ? 

( 6. ) How did the account stand on each of the dates on the Cr. side? 

( 7. ) Balance the above account and make six more entries, (three 
on each side), giving the state of the account at each sucessive date. 

( 8. ) Make out NichoU and Frewin's account, starting with a balance 
of ;£'25 Cr., and by five entries, making the account stand successively 
£lQO Dr.— ;f 50 Cr. — ^;f 250 Dr.— ;f 500 Dr. and £1 Cr. 

( 9. ) Write from memory the " Three Cautions." 

(10.) Make a '* Memory Picture " for real zsA petsonal accounts 
stating what these expressions mean« 
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LESSON V. 
"WHAT AM I WORTH"? 

There are some accounts in Book-keeping, 
which are neither accounts of Things^ nor of 
Persons. These are called " nominal accounts." 
They answer some very important questions, 
and have a great deal to do with that 
" proving,'* which we have already talked 
about in our first lesson. In the next four 
lessons we shall find out : — 

ist. The names of some of these " nominal 
accounts." 

2nd. What questions they answer and how 
they answer them. 

3rd. What they have to do with " Prov-* 

ing the Books." 

The first Nominal account, which we have to 
consider is called "Capital Account," and answers 
the question "What am I worth ?" You may 
regard this as your own account, and should 
put at the top, first your own name, and then 
the words "Capital account" : — thus 



What I am Worth. 



Dr. FRANCIS HYDE, Capital Account. Cr. 
Now let us notice the way in which a Capital 
Account is kept, by observing Francis Hyde's 
Capital Account for the year 1877. 

Mr. Hyde began business on the first of 
January with ;^ioo Cash, By the usual method 
of buying Goods at one price, and selling them 
at a higher price, he has contrived during the 
year to earn exactly ;^ioo profit. Now if Mr. 
Hyde could have lived upon air, he might have 
«aved the whole of this ;^ioo, and so he would 
have been worth ;^20o at the end of the year ; 
but he was obliged to Spend something for food 
and clothes. The result is that he finds himself 
a little richer at the end of the year than he was 

at the beginning, because he has earned 
more than he has spent. Capital Account 

will show all this in the following way : — 
On the Cr. side will appear, 

1. What I start with^ 

2. What I have earned.'^ 
On the Dr. side will appear, 

What I have spent. 

(f. e. what I have taken for private expenses.) 

* The way to ascertain the amount of my " earnings " or "net 
iprofit '' is the subject of Lesson VII. 
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The balance on December 31st, answers the 

question at the head of this lesson, and shows 

"How much I am worth" on that date, as may 

be shown by setting down first : — 

£ s. d. 
What I was worth on Jan. i, viz. 100 o o 

Then (adding my "net" or "clear" 

profit) 100 o o 

I find that on December 31st, I 
^^«/af have been worth 200 o o 

But I have drawn out of the busi- 
ness (that is, taken for my own 
private expenses) 80 o o 

Therefore, (subtracting) I find I 

am only worth ;^i20 o o 

In the next lesson you will learn how to 
answer this same question in quite another way. 

To prove the Books is to see that 
the tw^o answ^ers to this question 

AGREK {see diagram at the end of this book). 

The other way to find out "What I am 
worth" is by means of a "balance sheet." 

EXERCISES ON LESSON V. 

( I. ) I am worth ;f loo on July 1st, 1865. 

IXiring the next six months my net Profits amount to ;f 472 8s. icd. 

But I have drawn for Private Expenses ».... 200 os. cd 



•>? 
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Draw out a Capital Account showing what I am worth at the end of 
the year, and carrying forward the balance to begin the year 1866 with. 

( 2. ) I am worth ^£'500 at the beginning of the year. I make £\2^ 
during the first six months, and ;f 180 profit the last six months. — I am 
worth ;£^624 IDS. od. at the end of the year. 

Make out a Capital Account showing what I have spent, putting any 
dates you please. 

( 3. ) Make out a Capital Account for three months, showing that I 
have earned ;f 70 during that time, and spent ;^82. 

( 4. ) Make out Thomson and Wright's Capital Account for Jan. to 
to June 1867 showing them to have been worth;^4,279 8s. 4d. on Jan. I, 
and ;^4,927 4s. 8d. on June 30. 

( 5- ) On Jan. ist, 1878, I was worth ;f 750. 

During the year I made £2,^ profit ; and spent : — £fi'^ los, the first 
quarter — £(i^ 15s. 6d. the second quarter — £^0 lis. 7d. the third 
quarter, and £,(^ 17s. 4d. the fourth quarter. Find, by means of a 
Capital Account, how much I was worth at the end of the year. 

( 6. ) On Jan. 1st, 1879, I was worth ;^320 2s. 6d. 

In Jan. I made ;^35 12s. id. profit ; and spent £2^, 
„ Feb. „ 37 4 2 ,» 

„ March „ 30 14 II „ 

„ April ,, 27 2 2 ;, 

„ May „ 29 4 5 „ 

„ June „ 25 3 7 „ 

How much was I worth on July 1st ? 
( 7. ) Supposing, (in the last question) I had only spent twenty 
guineas a month, how much should I have been worth on July i ? 

(8. ) In question six — How much was I worth at the end of three 
months? of four? of five? 

( 9. ) Make out and balance Winterton and Hampson's capital 
account from July to December 187 1 ; showing earnings and spendings 
for each month. 

( 10. ) Make out Albert Rockingham's capital account, showing that 
he was worth £1 to begin with, but is now worth ;^iuo. 
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LESSON VL 

"What am I Worth." 

We said in our last lesson that another way 
to find the answer to this question was by 
means of a "balance sheet." In making out a 
Balance Sheet, five things have to be thought of. 
You will be better able to remember these if you 
look at another "memory picture." Examine 
the hand (page 32), carefully for a few minutes, 
and then draw a similar diagram for yourself 
without referring to the book. 

Now let us put this in another way : — 



ON THE LEFT HAND SIDE 
PUT 

'' Debts Payable:' 
Or, what I owe other people. 

(If there are only a few names 
they may be specified. ) 



The entries on this side are called 
^'Liabilities:' 



ON THE RIGHT HAND SIDE 
PUT 

1, " Debts Receivable:* 
Or, what other people owe mc. 

2, *' Value of Goods:' 
Or, Stock in Trade. 

J, * Cjsh in Hand:' 
Money either in Cash Box or Till : 
— Gold, Silver, Copper, Notes, or 
Cheques. 

4. " Cash at Bank:' 

If the Bank account should be 
overdrawn^ the amount goes on the 
other side. 



The entries on this side are 
called *' Assets:' 



f 
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TBtdanct &l)ttt. 



(answers the question). 

"What am I Worth"? 
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The "balance" or difference between the two 
sides answers the question "What am I 

w^orth." 

Remember the statement made in your last 
lesson, that if the balance sheet and capital 

ACCOUNT agree, THE BOOKS ARE PROVED, and yOU 

have the best guarantee you can possibly obtain 
of the accuracy of the whole of your accounts. 

Th^method by which this desirable result may 
be secured will be shown, step by step, as we 
proceed with our lessons. 

EXAMPLE I. 

Make out a balance sheet from the following 
statements : — 

I owe Mr. Hitching £172 o o 

Hewitt 50 o o 

Jeffery 113 o o 

Mr. Arnold owes me 29 2 6 

„ Baker „ „ 130 10 o 

I have Cash in hand ;^33 12s, 2>d. ; in Bank 
;^3i8; Goods ;^457- 

£ s. d. 
Mr. Hitching 172 o o 

„ Hewitt 50 o o 

„ Jeffery 113 o o 

I owe other people ... 335 o o 



M 



)) 



>y 



>> 



» 
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£ s. d. 

Mr. Arnold 29 2 6 

„ Baker ...1 30 10 o 

Other people owe me 159 12 6 
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(Liabilities.) BALANCE SHEET. (Assets.) 



£ s. d. 
Debts Payable 335 o o 

Balance (Net Capital) 633 4 9 



£^% 4 9 



£ s. d. 
Debts Receivable 159 12 6 

Cash in hand 33 12 3 

», at Bank 318 o o 

Goods 457 o o 

~£^ 4 9 



;^ S. d. 

Debts Payable 572 o o 



The balance (;^633 4^. 9^.) shows " How 
much I am worth." 

EXAMPLE II. 
I owe other people £^^2. Other people owe 
me ;[^25o. I have cash £^0. Goods ;^i50. 
In bank ;^ioo. Make out my bklance sheet. 

BALANCE SHEET. 

£ s. d. 
Debts Receivable 250 o o 

Cai>h 50 o o 

Bank , 100 o o 

Goods 150 o o 

Before balancing this account, please notice 
which side is the heavier, and consider what this 
means ! 

All the money I have, and all I have in the 
Bank, and the value of my Goods, and all that is 
owed to me, do not, when added together, comfe 
to as much as I owe other people. In other 
words, I CANNOT PAY MY DEBTS ! When a man is 
not in position to be able to pay all his debts. 
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(even though he sold all his goods and collected 
all the money owed to him to enable him to do 
so), then he is said to be " Insolventr You may- 
say then — 

1. / am "Solvent" when my ^^ Assets'' ex- 
ceed my ^'Liabilities!' 

2. I am *' Insolvent" when my '' Liabilities'^ 
exceed my ''Assets." 




INSOLVENT. 




SOLVENT. 



Now proceed to Balance : — 
Dr. Balance Sheet. 



£ s. d. 
Debts Payable 572 o o 




£Sl2_oo 



Cr. 

£ s. d. 

Debts Receivable 250 o o 

Cash in hand 50 o o 

„ „ Bank 100 o q 

Goods in hand 150 o o 

Balance, net Liabili ties 22 o o 

;^S72 o o 



D 



) 



36 Thornton's Book-keeping Primer. 

The Balance of £22 shows by how much I 
am "Insolvent," that is, how much money I need 
(in addition to what I already have) to enable 
me to pay all my debts. 

EXERCISES ON LESSON VI. 

( I. ) I have Cash £^o, — Goods worth ;f357 8s. 4d., and £i*n 
IIS. 5d. in the Bank. Mr. Smith owes me £(i^, Mr. Kitson owes 
me ;£^i4i 2s. 3d. Mr. Mudbury owes me £t 2s. od., and Mr. Warren 
owes me los. Qd. I owe ;f 133 2s. 2d. to Mr. Young. — £,^% to Mr. 
Unwin. — ;f83 4s. id. to Mr. Weldon, and ;^55 os. 8d. to Mr, 
Wingfield. Am I Solvent 01^ Insolvent^ and by how much f 

( 2. ) Mr. Stephen owes me ;f22 5s, 3d. — Mr. Rows £16 17s. od. — 
Mr. Ratcliffe £s5 4s. 2d. — Mr. Jackson £^ 12s, id. — I owe 
Camden and Co. £2SO* — Ward and Co. £yS 3s. lod.— Mr. Wright 
£4 IIS. 2d. — Mr. Townsend ;f 11 7s. 8d. — I have Cash ;f88 6s. 8d. — 
Bank ;f5oi 2s. 3d. — Goods ;fi452 lis. 4d. Am I ** Solvent" or 
• * Insolvent, " and by how much f 

( 3. ) Mr. Baynes owes me ;f 124 7s. 8d. — I owe Mr. Bunker £Sg 
8s. 6d. — Mr. Emson owes me £60 6s. iid. — I owe Mr. Siggs £y7 2s. 
lod. — Mr. Rushforth owes me £so 2s. 3d. — I owe Mr. Mynott ;^ii 
2s, 9d. — I owe Messrs, Parkin and Morris ;f 93 13s. 4d. I have Goods 
worth ;f302 17s. 4d.— Cash £2 3s. 6d. — In Bank ;^il6 los. od. Mahe 
out my Balance Sheet, shaiving ** How much I am worth,** 

( 4. ) Decide from the following statement whether lam in a position 
to be able to pay all my debts. If not, how much would enable me to do so 9 

Debts Receivable :— -King £s4 5s. 6d.— Lake ;f82 9s. 5d.— Lupwood 
;f 10 13s. 3d.— Ledger £7$ os. lod.— Debts Payable :— Mann. ;f264 
4s. 3d.— May ;^I2I IS. 9d.— Mills ;f 125 4s. 2d.— Meade £136 5s. 3d. 
—Cash ;{;86 13s. Sd.— Bank (none).— Goods ;f205 14s. 4d. 

( 5. ) Make out a Balance Sheet, showing that I am worth £42 9s. 5d. 



Have I Gained or Lost jy 

( 6. ) Make out a Balance Sheet, showing that I am worth £i,O0Q 
OS. I id. 

( 7. ) Make out a Balance Sheet, showing that I am InsohaiL 

19. \ T ««r« S Mr. Rust £\^\ 2s. 4d. Mr. Savill £^\2 5s. 4d. 
i 0. J 1 owe I j^j g^^j^ 2315 2s. 6d. Mr. Shee ;f 342 4s. lod. 

And I am worth ;£'2,ooo exactly. Make out a Balance Sheet (supplying 
the other items). 

( 9. ) Make out a Balance Sheet, showing that I have enough money 
in hand to pay half my debts, and that I have five times as much in the 
Bank as I have in hand. 

( 10. ) Explain the meaning of the expressions : 

Debts Payable. Liabilities. 

Debts Receivable. Solvent. 

Assets. Insolvent. 

LESSON VII. 

"Have I Gained or Lost"? 

Business cannot be carried on without ex- 
penses and losses of various kinds ; the expenses 
are incurredy^r the sake of future projit ; and one 
of the first questions a business man asks himself 
at the end of the year is " Has it been worth my 
while to suffer all these losses ".'^ " Have my 
profits been greater than my expenses''} or in 
other words "Have I Gained or Lost"? 

Before we proceed further, I want you to 

notice that Book-keeping speaks of two kinds of 

D 2 
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" profits "—" iW/ Profits," and " G^;^^^^ Profits." 
To make the distinction between the two quite 
clear to your mind, I will use an illustration. 

Suppose that I go over to Ireland and in- 
vest ;^i50 in the purchase of Irish Ponies, 
which I afterwards bring to Essex and sell for 

You say at once that I have made ;^ioo 
" profit." Quite true, in one sense. But as a 
matter of fact, my ''clear g^Wi' or "net profit" 
was only £']^ ! For, in the first place my 
travelling expenses (and so forth) amounted to 
;^I5. In the second place, one man to whom I 
sold a pony for ;^i6, paid me £% in cash, and 
the next day left the neighbourhood, and has 
not been since heard of! And, in the third 
place, I had to throw off certain small sums of 
money in order to induce my customers to oblige 
me by paying ready money. These small de- 
ductions (usually called " Discounts") came to 
£2, Now let us see how the matter stands 
as to my gains and losses. Putting gains on 
one side and losses on the other, and writing 
at the top " Profit and Loss Account" we 
have : — 
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Dr. Profit and Loss Account. Cr. 



(GAINS.) 

" Gross" Profit on a 
lot of Irish Ponies, 
(bought for ;f 150 
— sold lor ;f 250) . 



£ s. d. 
100 o o 



(LOSSES.) 

£ s. d. 
1st. "Expenses" 15 o o 

2nd. " Bad Debt" ... 800 

3rd. "Discounts." ... 200 

If you "balance" the above account in the 
usual way you will see what my clear or " Net" 
profit has been, and you will understand where 
the entry ''Net Profit'' on the Cr. side of Capital 
Account comes from. 

Whether the balance of Profit and Loss 
Account (call it P. & L. Acct.), is Loss or Profit, 
it must always be carried to Capital Account. 

You have already learnt that the balance is 
carried to the opposite side. All Balances 

WHETHER "CARRIED DOWN" OR "CARRIED AWAY," 

GO TO THE OPPOSITE Side, Therefore, in balancing 
P. & L. remember : — 

. I. When the balance is "Profit" it appears 
on the Dr. side of P. & L., and is carried to the 
Cr. side of Capital Account. 

a. When the Balance is " Loss," it appears 
on the Cr. side of P. & L., and is carried to the 
Dr. side of Capital Account. 
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Why must the balance of P. & L. be carried 
to Capital Account ? Because if it is " Profit," 
that Profit belongs to 4ne, and must, therefore, be 
carried to my ozvn account, but if it is " Loss," / 
have to bear that Loss ; therefore it goes to my 
own f'that is, to Capital) Account. 

But how do we find out our " Gains" (to put 
on the Cr. side of the P. & L,), and our "Losses" 
(to put on the Dr. side) ? This we shall see in 
the next two lessons. 

EXAMPLE I., Make otU a Profit and Loss 
Account from the following state7ftent, and carry 
the Balance to Capital Account. I have made 
£^o Profit on Tea. — ;^8o on Coffee. — and ;^i5 
on Sugar. My Expenses have been £\ 2. — Bad 
Debts £^. — and Discounts £2 js. 9^. 

Dr. Profit and Loss. Cr. 

£ s. d. 
To Trade Expenses ... 12 o o 



„ Bad Debts 500 

„ Discounts 2 7 9 

„ Net Profit (card. ( , - -^ - 
toCapitalAcc.... Lzi^ ^ 



£ 8. d. 

By Tea 70 o o 

„ Coffee 80 o o 

„ Sugar IS o o 



£i(^S o o 



£fr. Capital Account. Cr. 

I£ 9. 6. 
By Net Profit 145 l^ 3 
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EXAMPLE 2. I have made Profit on 
Goods, £17 S' My Trade Expenses have been 
;^i6o. Discounts ;^20. Have I Gained or 
JLosty and how much ? Carry the Gain or 
Loss to " my own account'* 

Here it will be seen at once that the Dr. side 
(Losses), exceed the Cr. side (Gains) by ^'5. 
Therefore the Balance must be called " Net 
Loss." 

Dr. Profit and Loss. Cr. 

£ s. d. 



;f 8. d. 

To Trade Expenses ... i6o o o 
M Discounts 20 o o 



;fi8o o o 



By Gross Profit 175 o o 

„ Balance, net loss ) c n r> 

card, to Cap. Ace ( 5 o o 

jfiSo o o 



Dr. Capital Account. Cr. 

To Net Loss 5 o o | 

EXERCISES ON LES.SON VII. 



1. Profit on Wine £\^() 8s. 2d.— On Brandy £%2\ 3s. Sd.— On 
Whiskey £^^S iSs. id.— On Rum £101 12s. 8d.— Trade Expenses 
;f 295 6s. 2d.— Bad Debts ;f 50.— Discounts £22, Have I gained or 
lost, and how much ? 

2. Profit on Prmting £^7;i 6s. 4d.— On Stotioneiy ;f 342 is. 3d.— 
On Books £\^2 9s. Sd.— On Photographs £%-! 3s. iid.— Trade 
Expenses £\yi 9s. 7d.— Bad Debts £\(i los. od.— Discounts £^ 3s. 
I id« How much have I gained or lost ? 
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3. A Coal merchant finds that in consequence of the fluctuations in 
the price of Coal, he has gained on some sorts and lost on others, as 
follows : — Loss on Wallsend £^2 19s, 6d. — Gain on Derby Brights 
;f 264 IS. 7d.— Gain on Staveley £22^ 8s. 3d. — Loss on Silkstone ;f 47. 
—Gain on Nuts £^2 los. od.— Gain on Slack £^^ 3s. 2d. His 
Business Expenses for the year amounted to ;f268 7s. I id. — Bad 
Debts £2\ 3s. 8d.— Discounts £2^ 13s. 8d. Calculate his "net" 
gain or loss and carry the same to Capital Account. 

4. Make out a Merchant's Capital and P. & L. Accounts, for the 
year 1875, showing that he has made £^%S^ los. od. clear profit. 

5. Make out Capital and P. & L. Accounts for 1870, showing a 
Net Loss of ;f 75 ^s. 7^' 

LESSON VIII. 

How have I Gained? 

There are many ways in which a man of busi- 
ness may make his gains. He may execute 
"Commissions" for other merchants — he may 
advise other men what to buy or sell, or how to 
act, and charge for this advice, or he may if he 
have more money than he wants to use himself 
lend some of it at "Interest ;" but the most fre- 
quent method of making "Profit" is by buying 
and selling. We shall only consider at present 
the Profits made by buying and selling. 

Things that are bought and sold for the pur- 
pose of making gain, are called ''Goods'' or 
"Merchandise," as you learnt in Lesson 3. 
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Now, if you are content to know how much 
you have gained by trading altogether, without 
desiring to ascertain how much you have gained 
by each branch of your business, or on eath 
kind of merchandise you have dealt in, then 
you need only keep one Goods Accoimt, and 
everything you buy and sell must in some way 
appear therein. 

But it may very likely happen that you will 
wish to know a little more particularly than this 
" How you have gained." For instance, you may 
be a Merchant, and may wish to see in black and 
white your gains on "Wheat" — on "Wine" — ^and 
on "Timber" separately. Or you may have a 
snug little country trade as Grocer and Draper, 
and would like to know which branch of the con- 
cern pays you best Then you must keep more 
than one Goods Account. You will want one for 
each division of your business. 

Thus you may have "Grocery Account," and 
** Drapery Account" — or even "Tea Account," 
"Coffee Account," and "Sugar Account" — 
making, in fact, just as many Goods Accounts as 
you please 1 
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How to Balance any Goods Ac- 
count, that is^ to find out ''Haw I have Gained'' 

If you buy a quantity of Sugar for ;^i85 and 
sell it for ;^200, it is easy to calculate your profit 
on Sugar by subtracting the sum you laid out, 
from the amount you have received. 

Dr. Sugar Account. Qr. 



PUBCHASES. 

£ 8. d. 

Jones and Co* lOO o o 

Carson Bros. ...> .> 85 o o 

;^i85 o o 

Profit 15 o o 

Z200 o o 



SALES. 

£ s. d. 
For Cash 50 o o 

Mr. Simpson i«;o o o 

;6200 O O 



£20Q O O 



And as you will remember (page 1 6) that all 
purchases go on one side of the account, and all 
sales on the other, it would seem a very simple 
matter at any time to find how much you have 
gained on any particular kind of Goods by 
balancing that account. But the profit cannot 
always be got at in this way. Why not? 

m 

Because at the time you are balancing your 
books it frequently happens that you have still 
some "Sugar" — or some "Tea"— or some 
"Goods" remaining UNSOLD. Indeed this 
is the case more often than not, and the question 
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comes, what is to be done about the stock of 
"Goods in hand" which has not yet been sold ? 
The answer to this question deserves your special 

attention. You iiiust suppose that it is 

all sold I That is, you must carefully ascertain 
the value of the " Goods'' that remain unsold, and 
e^tter the amount on the sold side of the account 
(treating unsold Goods, in fact, as though 
they were sold). 

To find the exact value of the Goods remaining unsold, is sometimes 
in real life, a very troublesome business ; so many shelves and cup« 
boards, and drawers have to be looked into ; so many parcels untied 
and tied up again, and such a variety of little things to be weighed; 
measured or counted, that many people either do not attempt it at all, or 
try to manage by the "guessing*' method. (They call it "estimating"). 
But it is a most important thing to do, and to do thoroughly — and no man 
of business should shrink from it because of the trouble. 

You will now be able to understand the following 
Rules and Examples: — 

RULES. 
/. Enter Value of Stocky on Cr. Side. 

Say "By Goods in hand." 

2. Balance. 

If the "Balance" falls on the Dr. side, call it "Gross Profit." 
If the "Balance" falls on the Cr. side, call it "Loss," 

J. Carry " Goods in hand'' down, 
if.. Carry ''Profit" or ^'Loss" away. 
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Cr. 

Jan. 31 By Cash Sales. 156 9 3 
Credit do.... 482 6 $ 



» >> 



EXAMPLE I. 
Dr. Goods Account. 

£ s. d. 
Jan. I To Goods in hand 752 8 3 

» 31 M Cash Purchases 75 10 o 
„ „ „ Credit do. ... 352 5 I 

At the end of January my Goods Account 
stands as above, and I have Goods remaining in 
my shop still unsold to the value of jCj^Z 8^. yd. 

Find whether I have ''gained'' or '^losf — ^and 
how much, and transfer the amount of such gam 
or loss to " P. & L." . 



Dr. Goods Account. 

£ s. d. 
Jan. I To Goods in hand 752 8 3 

,, 31 „ Cash Purchases 75 10 o 

„„,, Credit do 352 5 i 



„ „ „* 'Gross Profit" 
card, to P. & L. 



242 o II 



;^I,422 4 3 



Cr. 

£ *. d. 

Jan. 3 1 By Cash Sales » X56 9 3 

„ >9 ,i Credit do. ... 482 6 5 

•t »» ,,Goodsinhand ) ^« « 
card, down . ... C ' "» ' 



;?I,422 



4 3 



Feb. I Goods in hand ;^783 8 7 

Notice carefully the successive steps taken. 
Rule i. £ntcr value of Goods on Cr. side. 
Therefore enter £7?>2> 8^- 7^- under date Jan. 31. 
Rule 2. Balance : — r $ d. 

Total of Cr. side ............ 1,422 4 3 

„ „ Dr. side 1,180 3 4 

Difference 242 o 11 
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Put the difference onthe"lighter"side (Lesson 2). 

Rule 3. Carry ^^ Goods in hand"* datvn. 

This is the first Entry in Goods Account for 
Feb., and must therefore be dated Feb. i. 

Rule 4. Carry Profit away (opposite side), 

Where to ? To " P. & L/ Account Thus 
then you see we have answered one of the 
questions at the close of our last lesson. This 
last step of all we now proceed to take. 

Dr. PROFIT AND LOSS. €r. 

I ;f s. d. 

IJan. 31 By Gross Profit 243 o ii 

Caution: — When you have found the balance 
of "Profit" do not — ^according to Lesson 2 — 
carry it doum, but away. "Goods in hand" 
is the "balance" of Goods Account Do not 
forget to carry this down. 

The next Example will show you how to act 
if ever you should meet with a "loss" on any of 
your "Goods Accounts." 

EXAMPLE H. 

Dr, TEA. Cr. 

Purchases £j6o o o | Sales jfyio o o 

Dr. COFFEE. Cr. 

Purchases ;f575 O o | Sales... £4^0 o o 

Dr. SUGAR. Cr. 

Purchases £200 O O | Sales ^f 120 o O 
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At the end of the year my "Tea," "Coffee" 

and "Sugar" Accounts stand as above. I take 
stock, and find that I have ;^ 1 5jo worth of Tea 
left unsold — £22^ worth of Coffee — and ^'jZ 
worth of Sugar. 

• Balance the accounts, carrying to "P. & L," 
Then balance " P. & L." and carry to " Capital 
Account." (Lesson 7.) 



Dr. 



TEA. 



Cr. 



£ s. d. 
Purchases , 7^ ^ o 

Gross Profit card, 
to P. & L. 



ird. > 



100 o o 



;C86o o o 



£ s. d. 
Sales 710 o o 

Teainhand, card, down 150 00 



jf86o o o 



Stock in hand £ 150 o o 

Dr, COFFEE. 

Purchases 575 o o 

Gross Profit card, to ) *^ ^ ^ 

P.&L { 50 o o 

;g62S O O 

Stock in hand £^2,^ o o 

Dr, SUGAR. 



Sales 

Stock in hand card, 
down 



Cr. 

£ s. d. 
400 o o 

22$ O O 



_^625 o o 



rurchases 200 o o 




A200 o o 



Stock in hand £ 78 o 



Sales 

Stock in hand card. ) » 
down \ ' 

"Loss"card.toP.&L. 



Cr. 

£ s. d. 
120 o 



o o 
200 



jf200 O O 



Haw have I Gained. 
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Dr. 



PROFIT AND LOSS. 



Cr. 



To Ijoss on Sugar 200 

„ Net Profit card. ) -^ 



to Capital Acc 



o o 



jgiso o o 



£ s. d. 
By Profit on Tea 100 o o 

»» M 91 Coffee ... 50 o a 



Z1500 o 



Notice that there is no balance here to carry 
clown. In other words, P, & L. is "closed." 



Dr. 



CAPITAL ACCOUNT 



Cr. 

if s. d. 
By Net Profit (from ) ,^q 
P.&L.) { '^ 



o » 



EXERCISES ON LESSON VIII. 

(I.) 
Dr. GOODS ACCOUNT 

£ s. d. 
Jan. To Goods in hand 224 7 9 

„ „ Purchases ... fii 8 4 

Feb. „ Do. 131 16 5 

Mar. „ Do 97 4 o 



Cr, 

£ s. d-^ 
Jan. By Sales 154 18 r 

Feb. „ Do 137 10 6- 

Mar. „ Do loi 5 11 



Balance the above account (taking value of Goods in hand at ;£'258),. 
and carry to P. & !*• 



Dr. 



(2.) 
GOODS ACCOUNT. 



Cr. 



£ s. d, 
July to Dec By Sales . 708 o 10 



£ %. d, 
JuIyiToGoodsinhand 802 17 7 

Balance the above, estimating Goods unsold at ;Ci»009 19s. 2d., and 
carry to P. & L. 
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<3.) 

Leather. Stock in hand to b^n the year, ;£'i,2oa— Pnichases, jfSSa 
— Salesi ;£'i»95o. — Stock in hand at end of year, none. 

Linen. Purchases, ;£'i,5io.— Sales, ;f 940.— Stock in hand at end of 
year ;f 750. 

Hopf. Stock in hand at starting, ;f920.— Purchases, ;C350. — Sales, 
£1,200, — Stock in hand at end of year, £^. 

Draw out and balance accounts for the above, and cany to P. & I» 
Then balance P. & L. and carry to Capital Account. 

(4-) 

Make out separate accounts for Cloth, Wheat and Hemp. Then 
balance, showing a profit of £S7S ©n Cloth — of ;f 230 on Wheat — and 
of" £Z^ 98* S^' on Hemp. Cany to P. & L. 

(5) 

Make out separate accounts for Rice and Treacle, showing a profit on 
the former, and a loss on the latter ; balancing P. & L., and carrying to 
Capital Account. 

LESSON IX. 

"How have I Lost?" 

To ascertain the manner in which a man of 
business has lost money, is not less interesting 
and important than to see the way in which he 
has made h\s gains. Perhaps you will say "not 
so interesting r 

Now there have been, and I suppose still 
are, business men and women, not a few, who 
have been unsuccessful in life, just because they 
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did not think losses were so " interesting " as 
gains \ and who did not therefore "interest" 
themselves sufficiently about them, to prevent 
their running away with all the gains! How 
vexatious it must be for a man who is doing 
a good trade, quite enough perhaps to get a 
very comfortable living out of it, to find at the 
end of the year, that the greater portion of his 
"profits" are being eaten up (so to speak) by 
" losses." 

Let us see then how profits are sometimes 
eaten up. If you have forgotten about the Irish 
Ponies on page 36, please to turn back and 
refresh your memory. You there saw at work 
three of the largest of those sharks that have 
such a keen appetite for "gains." Their 
names are — 

1. Trade Expenses. 

2. Bad Debts, 

3. Discounts. 

I do not mean to say that these are the only 
three, but they are the most common, and will 
be enough for the present to think of. Of these 
idci^ first is the largest, and can the most easily 
be reduced. 

E 
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The second is the most annoying. 
The third may sometimes appear as a 
"Trofit" instead of a "Loss." 

What do we mean by "Trade Expenses".^ 
We call all money spent for business purposes 
"' Trade Expenses," unless we get something sub- 
stantial in exchange. For instance, when I spend 
money on "Goods," I have something substan- 
tial in exchange, and should not therefore call 
such an outlay "Trade Expenses." 

If I spend money on Postage Stamps to use 
for business letters, the stamps have soon 
vanished, and I have nothing substantial left. 
1 must therefore call this "Trade Expenses," 
and for the same reason I call the Rent of my 
Shop, and the Wages I pay to my clerks "Trade 
Expenses." 

But if I buy a new stove to warm my office, I 
have something substantial in exchange for my 
money, and must not enter this to "Trade 
Expenses," but to an "account of Things" or 
'**Real Account" such as "Office Furniture." 
You can easily think of various ways of spending 
money about your business, and it will be a very 
useful exercise for you to make up your mind 
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under what account you would place each of 
them. There are some doubtful cases : — for 
example, a new hearth-brush for the office fire- 
place. Would you call this "substantial?" 
Probably not, as it would soon get worn out and 
need replacing. If you are in doubt, it is better 
to choose "Trade Expenses," especially if the 
amount is small. 

"Bad Debts" account will not require very 
much of your attention at present. I said that it 
was the most annoying of the three ways of los- 
ing one's gains ; and it is so for this reason, that 
it is the most difficult to prevent. If at any time I 
hear that a man who owes me money cannot pay 
me, I must (as soon as I feel quite sure that there 
is no hope of my ever getting the money), "write 
the account off" : that is, I must balance the account^ 
and carry the balance to Bad Debts account. 

"Discount" Account. By "Discounts" we 
understand certain sums of money subtracted 
from the regular price of Goods to obtain pay- 
ment more quickly. If I keep a shop, my 
customers ask me for "Discount," and I grant it 
on condition that I receive "Ready Money" 
payment. I, in my turn, ask the Wholesale 

£2 
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Houses with whom I deal, to give me Discount; 
and by paying promptly for my Goods, I may be 
able to get very considerable reductions in this 
way. The reductions I make to my customers 
are of course Losses ; but these may be, and often 
are, more than counter-balanced by those I obtain 
from the Wholesale Firms, which are Gains. 
Thus it may happen, as before stated, that this 
particular " Loss" is turned into *'Gain." 

These three accounts must each of them be 
balanced in the usual way^ but instead of the 

balances being carried ''down,'' they must be carried 
^'away' to P. & L. (opposite side). 

If the balance comes into the Dr. side of P. 
& L. (as it almost always does), it is a Loss, but 
if it should come into the Cr, side it is a Gain. 

EXAMPLE. 
During 1871 I spend £Z2 on Rent; ;^i30 
on Wages and Salaries ; £(>o 1 8^. 3^. on Car- 
riages &c., and ;^49 i^. 11^. on Miscellaneous 
Items. I had two Bad Debts, Tarleton ;^i57, 
and Rush worth ;^i8. I allowed £y) 16^. 2d^ 
in Discounts to my customers, and I received 
as Discounts £2^ \\s. 4^. Make accounts for 
the above and balance. 
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Dr. 



To Rent 82 o o 

„ Wages &c 130 o o 

„ Carriage &c 60 18 3 

„ Sundries 49 ' '' 

Ll2,i o 2 



TRADE EXPENSES, Cr. 

£ s, A. £ s. d. 

By Balance, card, to ) ._ _ ^ ^ 

^ P.&L \ 3" ° 2 



;^32202 



i>r. 



^y^Z> DEBTS. 
£ s. d. 



ToTarlton I57 o o 

„ Rushworth 18 O o 



£i7S o o 



By Balance card, to ) ^^ 
P.&L. S ^^ 



Cr. 

£ s. d. 
o o 



£i7S o o 



Dr. 



DISCOUNTS. 



Cr. 



£ s. d. 
To Discounts allowed . 39162 



£Z^ 16 2 



;ff s. d. 
By Discounts received . 25 1 1 4 

-, Balance card, to ) . . 
P.&L. { "^ 



4 10 



;ff 39 16 2 



Dr. P' ^ ^* 

;f s. d. 

To Trade Expenses ... 322 o 2 

„ Bad Debts I7S o o 

„ Discounts 14 4 >© 



Cr. 



EXERCISES ON LESSON IX. 
( I. My Trade Expenses for 1850, were as follows :— For Wages, 
£*!% los. Id.— For Rent and Taxes, £(^ los. Sd.— For Sundries^S^ 

I had three Bad Debts :— J. Perry, £^^ os. id.— R. P«ul, £vj 2s. 2 
—and N, Patmore, £^ 2s. 9d. 
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Discounts allowed came to £2^ 13s. 6d., and Discounts received 
;ti9 14s. 7d. 
Make accounts for the above and carry to P. & L. 

( 2. ) Since last Stocktaking, my Trade Expenses have amounted to 

£2^ 83. 6d. 

£ s. d. 
I have allowed Discounts 45 2 9 

I have received Discounts 49 9 2 

The following Bad Debts have been ** written off": — 

D. Procter 259 

J. Latten 3 7 2 

C. Athill II 2 II 

J- Frost 370 

J. Cummins 2 10 6 

Make accounts for the above and carry to P. & L. 

(3,) From Jan. to June, 1878, I made ;f493 lis. Sd. "Gross 
Profit," which was reduced to less than half by the following ** Losses.** 

Trade jE'^r/^'w/c-j /—Travelling, £1^ 4s. 2d. Rent, £6^ 3s. lod. 
Wages, ;f 54 8s. 4d. Sundries. ;^48 12s. 3d. 

Bad Debts, Dale ;f 50. Hamby, ;£'42 12s. 9d. Gibson, ;f 17. 

Discount: — Allowed £2% 2s. 8d. Received, £^1 17s. 6d- 

Enter the above in their respective "Loss" Accounts, and show my 
"Net Profit" by a P. & L. Account. 

( 4. ) Make out accounts for the following "Losses," and balance, 

£ s. d. 
Jan. 17 Paid for Wages 10 6 8 

,, 27 Allowed Discounts 17 2 9 

Feb. I Paid Rent 12 15 o 

„ 15 Allowed Discounts ^3 3 8 

„ 28 Received do 16 611 

Mar. 5 PaidforGas 589 

„ II „ Postage Stamps 852 

„ 31 Bad Debts (Blyth) 14 10 6 

„ „ Do. (Booth) 12 9 2 
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■ * — -^— — — .^-^-^—. ^— 

£ s. d. 
Mar. 31 Discounts received 20 I 9 

,, ,, Do. allowed \% 2, 2. 

,» ,, Sundry Expenses '..... 10 10 o 

( 5. ) Make out accounts for " Wool," "Hides," "Trade Expenses" 
and " Discounts" from the following statement, and carry to P. & L. 
Then balance P. & L. and carry to Capital Account. 

Wool: — Purchases, £%2^, Sales, £fiz^. Value of Stock unsold, jfjoo, 

Hides: — Purchases, ;£'i,4oa Sales, ;£'i,400. Stock remaining un- 
sold is worth £2.20, 

Trade Expenses : — Stationery, £% 5s. od. Rent, £2*1 4s. 6d. Wages, 
£^0, Sundries, £,\^ 19s. od. 

Discounts: — Allowed, £\^, Received, ;f 24 9s. 6d. 

( 6. ) My Gtoss Profit last year amounted to £^^ l8s. 8d. My Net 
Profit was only £^*] 19s. 8<1. Draw out accounts for Trade Expenses, 
Bad Debts, Discounts, and P. & L. to agree with the above statement. 

LESSON X. 

The Ledger and How^ to " Open" it. 

You have now learnt about three kinds- of 
accounts. 

I St. Accounts of ThmgSy or ''Real Account s*' 

2nd. Accounts of Persons^ or " Personal 
Accotmtsy 

3rd. The Accounts which answer various 
questions about the business ; these are called 
" Nominal Accounts!^ 



^8 Thorntons Book-keeping Primer. 



The Book which contains all these Accounts 
is called The Ledger. 

In order that you may have their meaning 
and relation to each other very clearly before 
your mind, I must ask you to study the accom- 
panying synoptical view of the various accounts 
contained in the Ledger',' until you know it well 
enough to make an accurate copy from memory. 

HOW TO BEGIN. 

" Well-begun — half-done" is quite as true in 
Book-keeping as anywhere else ; and as so many 
beginners in this study make shipwreck of their 
work at the very outset, I shall devote the rest 
of this Lesson to making the method of starting 
as clear and unmistakeable as possible. 

II you were asked to keep any one*s Books 
for him the first thing you would want to know 
would be the state of his affairs, or what he was 
worth ; and if his " Worth'' or ''Property" was of 
different kinds (as for instance part in "Cash" 
and part in "Money'f owed to him), you would 
want to know exactly what it consisted of. 

In other words you must have a correct state- 
ment of "Assets" and "Liabilities," giving all 
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particulars. You will remember (from Lesson 
6), what these words mean. 

The first thing then in Book-keeping (no 
matter whether it is in an Examination Paper, 
or in Real Life), is to get at the facts relating to 
a man's "worth" (or property) and his debts, so 
as to make out a " Balance Sheet." 

Suppose we take the following facts to start 
with : — 

Jan. I. I have ;^20 worth of Cash — ;^5o in 
the Bank — and £^ 70 worth of Goods. 

Mr. Long and Mr. Short each owe me £2^. 

I owe Mr. Twist £<^ — Mr. Turner ;^i8, and 
Mr. Smoothy ;^ioo. 

First let us make otU a Balance Sheet. 



Liabilities. BALANCE SHEET. Assets. 

JANUARY I. 



£ s. d. 
Mr. Twist 500 

Turner i8 o o 



>> 



,, Smoothy loo o o 

Capital 527 o o 



;f 680 o o 



;f S. d. 

Mr. Long 25 o O 

„ Short 25 o o 

Cash ao o o 

Bank 50 o o 

Goods 570 o o 

;^68o o o 



>» 



f» 
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7%^? next thing will be to open nine accounts i7t 
the Ledger headed respectively : — • 

"Twist." 

"Turner." 

"Smoothy * 

"Capital." 

"Short." 

"Long.' 

"Cash.' 

" Bank." 

"Goods." 

Lastly, we have to enter under these headings 
which we have just made, the amounts as given 
in the Balance Sheet ; remembering to put 
Liabilities on the Cr. side, and Assets on t/te Dr. 

side of their respective accojints. 

The entries when made will appear as 
follows : — 

Dr. TAVIST. Cr, 

I ;t s. d. 

I By Balance 500 

Dr. TURNER. Cr, 

I By Balance 18 o o 

Dr. SMOOTHY. Cr, 

I By Balance 100 o o 

Dr. CAPITAL ACCOUNT Cr. 

I By Balance 557 o o 
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Dr. SHORT. Cn 

£ s. d. I 
To Balance 25 o o | 

Dr. LONG. Ct. 

To Balance 25 o o | 

Dr. CASH. Cr. 

ToBalance ao o o | 

Dr. BANK. Cr. 

ToBalance 50 o o | 

Dr. GOODS. Cr. 

To Balance 570 o o | 

We have now "opened the Ledger," that i?i^ 
we have made the necessary record of all the 
facts at the commencement, and the books are 
ready to receive the record of any further facts, 
as they occur. 



We may summarise as follows : — 

1. Make out a Balance Sheet. 

2. Open Accounts. 

(As many as there are items in Balance Sheet.) 

3. Enter Amounts. 

(On the opposite side to that in which they 
appear in Balance Sheet). 
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EXERCISES ON LESSON X. 

* 

1. Make out a Balance Sheet and open accounts from the following 
statement : — ^Jan. I, Cash, £10, — Bank, ;f2oo. — Goods, ;£'975 8s. od. 
Mr. Robinson owes me ^^15. — I owe Mr. Sparks, j^i6 16. — I owe Mr. 
Fuller, 2s. 6d. 

2, Make opening entries from the following statement : — 

Debts Payable : — L. Radbone £\2 4 2 

E. Burchell 169 

C. Kingsley o 18 8 

Debts Receivable : — Pearse and Son 5 o o 

R. Slater 50 15 o 

T. Richards 009 

Valve of Stock ;f 672 8s. 4d.— Cash 7 19 i 

3. I was asked last Monday to start a new set of Books for my 
brother, whose affairs then stood as follows : — He owed Mr. Macaulay, 
£2 7s, 8d. — Mr. Froude, £% 8s. od. — Mr. Hallam. £'^^. — and Mr. 
Gibbon, ;£'22 2s. 9d. Mr. Lingard owed him;f 43 i8s. I id. — and Mr. 
Freeman owed him ;^I3 14s. Sd. — He had Cash £\2 2s. od., and 
Goods worth ;^394 12s. 3d. Show what entries I made in his books. 

4. A schoolboy thought he would like to begin systematic Book- 
keeping on his own account. The following is a true statement of his 
assets and liabilities. He owes no man anything. He has 7^. in his 
purse — ^;^i 5s. 6d. in the Post Office Savings Bank — and his brother 
Fred, owes him a shilling. Furthermore he has various small 
articles that he wants to sell, viz : — a Knife 6d., a Book is., and a set 
of Knucklebones, 4d. Estimate the value of his ** Goods on hand" at 
half the selling prices, and show him how to " Open the Books." 

5. I have Cash, £\'^ 19s. 2d. Com, ;£'3,oii os. 5d., and Coal, 
;Ci»975 4^* 2d. My Banking account is overdrawn £12 4s. 6d, — Mr. 
Finlayson owes me ;f i, 123 4s. 4d. — Mr. Nutter owes me ;f 435. I owe 
Mr. Burton, £\22 os. lod. — Mr. Wiseman, £\^ 14s. od. — and Mr, 
Turnbull, £\^ 19s. 6d. Open the Books. 
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LESSON XI. 

How^ to make Entries in the Ledger. 

The Ledger contains a record of everything 
done ia business. How is that record to be 
made ? Where am I to enter the various 
transactions as they occur, and what kind of 
entries have I to make } In other words, I want 
to know : — 

1. Where to write. 

2. What to write. 

The first of these questions must occupy our 
attention at once. 

I f we take a few of the simplest kind of busi- 
ness transactions, and think about them, we 
shall soon begin to discover, a method by which 
we can decide in which accounts they will have 
to be entered, and thus we can make up for 
ourselves a Rule to tell us where to write. 

EXAMPLE I. 

/ sell £^0 worth of Goods for Cash. We will 
suppose of course that we have already "opened** 
our Ledger (Lesson X), and, for the sake of clear- 
ness, we will show the whole Ledger in one view. 
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The above represents the Ledger that was 
opened in our last Lesson. . Each of the little 
spaces are separate accounts, and would pro- 
bably, in a real Ledger, occupy a whole page. 
The blank spaces are for new accounts that may 
have to be opened from time to time. Now 
just as the letter sorter at the Post Office stands 
with a heap of letters ready to put each into its 
proper pigeon hole, so are we waiting to con- 
sider into which of these little square box^s, 
called "Accounts," the transaction before us 
has to be placed. 

Let us think about it " I sell ;^50 worth of 
Goods'' Then put it in Goods account you say. 
Quite right. But I see that each of our little 
boxes or pigeon holes is divided into two com- 
partments. Shall I put it into the right hand 
division, or into the left hand division ? The 
right hand you say. Why ? Because Goods 
that are sold, go out of my shop or warehouse, 
and I know (from Lesson 3), that Goods out are 
entered on the Cr. side of Goods account. 

But before we leave off thinking about this 
transaction, let us read it again. " I sell ;^50 

F 
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worth of Goods for Cash!' Ought we not to 
have put it in Cash account after all ? If I sell 
Goods for Cash, I receive the money for the 
Goods : in other words the Cash comes in. It 
certainly appears that an entry ought to be made 
on the Dr. side of " Cash account." And yet if 
you think the matter over, you will see no good 
reason for altering your mind about making an 
entry in " Goods account" too. So that we come 
to this conclusion, that the only way to get the 
fact of the sale of ;^50 worth of Goods for Cash 
properly entered in the Ledger, is to have it in 
two places. 

EXAMPLE IL 

Sold £20 worth of Goods to Mr. Long, on 
credit. You see at once that " Goods account '' 
is concerned again in this example, and you 
have no difficulty in entering ;^2o on the Cr. 
side of Goods account as before. But what does 
"on credit" mean .^ It means that the Goods 
were not paid for ^X. time they were sold ; and if 
this is the case ''Mr. Long owes nu' ;^20. 

You must therefore make an entry, in Mr. 
Long's account, as well as in Goods account. 
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Be careful to put it on the ^^He owes me' side 
(Lesson IV.). 

Note. It will be necessary to bear in mind that when no mention is 
made of payment, all Sales and Purchases are supposed to be "on 
credit." 

EXAMPLE in. 

yan. //. / draw £20 from the Bank. That 
is to say, on the 17th of January, I took ;^io 
out of my stock of money at the Bank, and added 
it to my stock of money or cash at home. 
Here again we see that an entry must be made 
in two places. 

On the Dr. side of Cash account. 

(Because Cash comes IN). 

On the Cr. side of Bank account. 

(Because the money at Bank goes OUT). 

Now let us look at our three Examples 
together. Careful observation may help us to 
discover some general principle, which will 
gruide us in entering any transaction. 

For this purpose we will briefly recapit- 
ulate : — 

F 2 
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Examples, 

1. I sell ;^50 of Goods for Cash. 

2. I sell Mr. Long ;^20 worth of Goods. 

3. I draw £10 from Bank. 



Cash account. 



Entries. 

Dr. side. Because Cash comes IN. 



I. 



2. 



Goods account. Cr. side. 



Long's account. Dr. side. 
Goods account. Cr. side* 



Cash account. 
Bank account. 



Dr. side. 
Cr. side. 



Because Goods go OUT. 

Long has something coming IN.. 

Goods go OUT. 

Because Cash comes IN. 
Bank has something going OUT. 



We see at any rate these three things : — 

1. That in each transaction Two accounts 
are involved. 

2. That one of the Two accounts has some- 
thing to do with Receiving (or coming IN). 

3. That the other has something to do with 
Xjiving (or going OUT). 

And if we were to go on thinking about other 
kinds of transactions we should find that every 
one of them is concerned with two accounts, and 
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that in every case one of these accounts is a 
Receiving or " Coming IN" account, and the 
other a Giving or ''Going OUT'' account. We 
can thus make up for ourselves a very simple 

RULE 
For entering Transactions in the Ledger. 

1. Think : Which are the two accounts ? 

2. Think: Whichistheonethati ttvt3 

(comes IIM r 

j: Think: Which is theone that j 01JT> 

4, Enter on the Dr. side of the Receiving 
account, 

5. Enter on the Cr. side of the Giving 
account. 

Having shown where to make the entry, the 
question arises, what kind of entry will have to 
be made. % 

Now the only thing that it is absolutely 
necessary to put down is the amount or sum of 
money given in each case ; yet there are two 
other things which it is very desirable to have 
on record. 
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1st. The date when the transactioo occurred. 

2nd. Some particulars in words, describing as 
briefly as possible the nature of the transaction. 

The method of " Proving** can however be 
shown more clearly by lea\4nor out dates and 
words. We will therefore postpone the con- 
sideration of this part of our subject until after 
our next lesson. 



EXERCISES ON LESSON XL 

I. Name the two accounts inTolrcd in eadi of the following 
tiansactions: — 



Beoeived of J. Jackson £ i 

Paid D. Thomas ., 3 

ScM Goods to E. Saijcant ... 11 

Paid Oflftcc Rent 15 

Sold Timber to A. Brown ... 50 



Paid into Bank £ 50 

Sold Cofiee for Cash 106 

Bought Timber 350 

Bought Goods of A. Brown 35 
Paid for Wages 10 



2. Which is the account to be ** Credited '^ in each of the following 
tnmsactions? 

Sold Goods to J. Faithii^. 

Mr. Burton pays me. 

Received Cash from Mr. Warren. 

Mr. Bristowe buys Wheat from me. 

I buy Horse and Cart from Mr. Bristowe. 

Drew £^ from Bank. 

Paid jf ICO into Bank. 

Mr. Talbot sells me set of Harness. 

Received ;f 3 for Goods sold. 

Settled Mr. Joyce's account. 
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3. Which is the account to be "Debited" in each of the following 
transactions? 

Received Cash from Bowes and 



Paid Royal Insurance Company. 
Barker and Co. paid me. 
Daulton and Co. bought Goods 

of me. 
I sold Goods to Freshwick Bros. 
Mr. Barker settles his account. 



Son. 
Drew £\0 from Bank. 
Sold £. Law Goods. 
Emson and Co. sold me Wool. 
Sold Goods to R. Bewley, for 

which he paid me at the time. 

4« Which is the "Receiving" account in each of the transactions in 
Exercise 2. 

5. Which is tlie " Giving" account in each of the transactions in 
Exercise 3. 

6. Open the Books (Lesson X), and enter the transactions from the 
following statement. 

On Jan. i. My affairs stood as follows : — 

£ s. d. 
Cashinhand 200 o o 



»> 



Bank 750 o O 

Goods in hand ; i|i75 I 6 

Mr. Starling owed me 70 o o 

Mr. Snow 16 12 o 

Mr. Withers 52 10 o 

I owed Mr. Weldon 68 4 o 

,, » Wright 66 3 O 

TRANSACTIONS. 

Sold Goods for Cash 115 7 6 

,, ff to Mr. Snow 12 4 o 

Bought „ for Cash 12 O O 

,, ,; of Mr. Wright 25 o o 

Mr. Snow settles his account (that is, he pays what he owes). 

Paid for Shop Rent 800 

Sold Goods to Mr. Bellingham . 7176 
Mr. Golding sold me Goods ... 39 o o 

Paid into Bank 150 o o 

Mr. Withers bought Goods 11 11 9 
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LESSON XII. 

Ho^wr to Prove. — i. Trial Balance. 

Since every amount entered in the Ledger 
appears in two places, one of which is on the Dr. 
side, and the other on the Cr, side, it follows 
that the total amount on the Dr. side all through 
the Ledger will be equal to the total amount on 
the Cr. side. The first step then in proving is 
to cast up all the Debits and Credits separately 
and ascertain their respective sum totals. If 
these totals do not agree, there is certainly some 
mistake, and this mistake must be discovered 
before proceeding further. 

This preliminary work is called taking a Trial 
Balance. 

A Trial Balance is not really necessary, and, 
if you take care not to make mistakes, you will 
perhaps find it better to spare yourself this 
trouble altogether. 

Before going on to the next step I should 
like to show you 

How TO Detect Errors. 

The first thing always is to find out haw much you differ. 
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1. If the difference is an amount consisting of pounds, shillings, and 
pence, (as £yj gs, 4</.), look for those figures in your Ledger. You 
will perhaps find them on one side, but not anywhere on the other. 
If so you will have at once discovered your mistake. 

2. Very often a mistake arises from entering an amount on the 
wrong side of the Ledger. This will cause you to differ by double that 
amount in your Balance. Therefore look for Aa/f your difference in 
the Ledger. You may possibly find it entered twice on the Dr. side 
and not at all on the Cr. side (or vt'cg 7/trsa.) 

3. If the difference is a simple amount (such as ;f 100, £1, £2^ 
lOf.. lod,, 6d.), try your castings again. The probability is you 
will find your error there. 

4. If the difference consist of lid. (that is one shilling less one 
penny) — is, lod., (that is 2s, less 2d,,) — 2s. gd,, (that is 3^. less 3^.), 
&c., &c, you may always suspect an accidental reversal of figures, as 
6s, Sd, for &r. 6d, In the same way a difference of igs, {£1 less is. ; 
38^. &c. would lead you to look for a reversal of pounds and shillings. 
The following table will help to illustrate this : — 



7 2 
2 7 


9 4 
4 9 


5 
5 


{ The reversed figures differ by /fw. 
Difference 5/- less -/5. 


4 7 


4 7 4 7 


£ J. d, 
300 
030 


£ s. d,\£ s. d. 
6 3 0! 8 < 
3 6 o| 5 8 


The reversed figures differ by M/w. 
Difference £$ less 3/-. 


2 17 


2 17 0' 2 17 


624 
642 


790 
970 


681 

861 


The reversed figures differ by two. 
Difference 18 (or 2 Tens less 2 Units). 


18 ! 180 180 



5. Bear in mind the possibility of a double error. For instance : — 

Difference ) May be accounted for thus : 

> ;£'io in the casting, » 

£ 9 19s, 6d, ] o mistaken for 6. 

If none of these plans succeed, you must 
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6. Tick off. That is, every amount on the Dr. side of the Ledger 
must be "ticked off" against a corresponding amount on the Cr. side, 
by putting a tick (y) close to each amount. This process, if carefully 
done, will be almost certain to reveal the mistake that has caused you 
so much trouble. If not, take out a new Trial Balance, and if still un- 
successful, begin again and go straight through the whole process 
perseveringly, as many times as may be necessary, until you come quite 
right. 

II. Value of Stock. 

In real life the value of your Goods on hand 
unsold, has to be found by a process called 
"Stocktaking;" but in learning Book-keeping, 
the *' value of Stock" is generally given at the 
end of a series of Transactions. You will see, 
however, that in some of the Test Exercises at 
the end of this book you are asked to calculate 
the value of unsold Stock, and instructions are 
there given to enable you to do this. 

III. Find what you are worth by means 

OF Capital Account. 

( I . ) Balance all ' ' Profit ' ' \ 

Accounts, and carry the balance [ LessonVIII. 
of Profit (or Loss), to P. & L. ) 

(2.) Balance all "Loss") 

AcCOUntS,and carry thebalance [ Lesson IX. 
of Loss (or Profit), to P. & L. ) 
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(3.) Balance P. &L. andK^^^^^yjj 

carry the balance to Capital Acct. j 

(4.) Balance Capital Ac- ^ 

COUntandcarry the balance down > Lesson V. 
to begin the new account with. } 

This Balance tells you what you are new worth. 

IV. Find what you are Worth bv 

MEANS OF A BALANCE ShEET. 

I. Balance all Accounts,) 

except those that have only one [Lesson IL 
entry. 






2. Enter every Debit Balance \ 
on the Assets side of Balances 
Sheet J 

3. Enter every Credit Balance, | 
except Capital, on the Li€Mlities\ 
side of Balance Sheet, 

4. Balance the Balance Sheets ) j ,^y 
calling the Balance "Capital." j ^^^^^ ^^- 

This Balance tells you what you are nwt worth. 



I f the Balance of Capital Acct. and ) a p p p p 
the Balance of the Balance Sheet J ^^^^^' 

You have 

Proved your Books. 
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A brief recapitulation of the last three Lessons 
will help you to bear in mind the right order of 
procedure. 



I. Balance Sheet 



BEGINNING, j ^' ^pen Accounts. 

(LESSON X.) J J Assets on Dr. ^de. 

3. Enter Amounts < 

( liabilities on Cr. aide. 



ENTERING 

(LESSON XI). \ 

r 



|i. The Account that^^^J^^ j on the Dr. side. 



The Account that g^^JJuT i ^° ^« Cr. ade. 



I. Profit Accounts. (Goods). 

capital) ^ ^ssAccounts. (T.E.,B.D.,Dis.) 
3. P.&L. 

must I 4* Capital Account. 

PROVING. 

(LESSON XII). < 

wiin f _ , 

I I. Balance all Accounts. 

BALANCE] 2. Debit Balances are Assets. 

SHEET. . ^ ^. 

3. Credit Balances are LiabiUties. 
.4. Balance SheeL 
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EXAMPLE. 

Taking the same Ledger already given for an 
example, you remember that the state of affairs 
at starting was as follows : — 

!Mr. Short J^ 25. 

>» Long 25. 

Cash 20. 

Bank 50. 

Goods 570. 

( Mr. Twist £ 5. 

LIABILITIES. ] „ Turner 18. 

( ,, Smoothy 100. 

and from this statement you have already 
^^opened tfie Ledger' according to Lesson X, 
(seepage 6i). 

Now Enter the following 

TRANSACTIONS : 

Sold ;f 50 worth of Goods for Cash« 

Sold £20 worth of Goods to Mr. Long. 

Drew £\o from Bank. 

Paid £,(i for Rent. 

Bought ;f 30 worth of Goods of Mr, Wyatt. 

I pay Mr. Twist £^^ 

Mr. Long pays me ;f 30. 

and your Ledger will stand thus — : 
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We make a ' 


Trial Balance as follows : — 


Debits. 


1 


Trial Balance. 


Credits. 


£ s. 
5 o 


d. 



Twist. 


£ s. d 
500 






Turner. 


18 


25 





Smoothy. 

Capital. 

Short 


100 
567 


45 
no 






Long. 
Cash. 


30 
II 


50 





Bank. 


10 


600 





Goods. 


70 


6 





Wyatt. 
Trade Exps. 
TOTAL.... 


30 


£Hi 





;^84I 



The Value of Stock remaining unsold on 
Jany. 31, we will suppose to be ;^555. 

( I. ) Goods is the only " Profit" account 
Balancing this I find the Gross Profit to be £2$ 
which I carry to P. & L. 

(2.) Trade Expenses is the only "Loss*' 
account. This I close, transferring the balance 
to P. & L. 
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( 3. ) Now balancing P. & L. I find, the net 
Profit to be £\% which I carry to Capital 
account. 

« 

( 4. ) Lastly, balancing Capital account I find 
I am now worth" ;^586, which amount I carry 
down to begin the next month with. 



I next proceed to balance all the other 
accounts in the Ledger. 

When this is done the Ledger will appear 
thus ; — 
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If now every Balance (remember the three 
Cautions page 22), is entered in the Balance 
Sheet on the opposite side to that in which it 
appears in the Ledger, we shall have 



BALANCE SHEET. 
Liabilities. (J any. 31ST.) 

£ s. d. 
Turner i8 o o 

Smoothy lOO O O 

Capital (or balance) ... 586 O O 

Wyatt 30 o o 



Assets. 



X734 



o o 



or I may state it thus- 



Short 
Long 
Cash 
Bank 



£ 

99 
40 



Goods 555 



s. d, 

o o 

o o 

o o 

o o 

o o 



;f734 o o 



BALANCE SHEET. 



£ s. d. 
Debts Payable ; 148 o o 



£ s. d. 

Debts Receivable 40 o o 

Cash 99 o o 

Bank 40 o o 

Goods 555 o o 



Whence I find (by balancing) that I am 
worth £s^6 on the 31st of the month, and as 
this is the same amount previously ascertained 
by means of Capital account I have at last come 
to the end of my labours — I have proved my 
books, and they are right to a penny ! 
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EXERCISES ON LESSON XIL 
I. Test Exeidse (A.) 



2. 


Do. 


(B.) 


3. 


Do. 


(C.) 


4. 


Do. 


(D.) 


s. 


Do. 


(E.) 


6. 


Do. 


(F.) 


7. 


Do. 


(G.) 



Before doing the next Exerdse, we will try to make the method of 
entering DiscoutU as plain as possible. Bear in mind that eyeiy 
Discount transaction requires four entries in the Ledger. 

RULE. 

1. Credit or Debit the smn of money actually paid or received. 

2. The accoont that is credited or debited with the Cash must be 
credited or debited with the Discount also. 

3. Discount and Cash accounts must either be both credited, or both 
debited, (not one credited and the other debited.) 

EXAMPLE L 

Finding fiom my Ledgtr that I irax Mr, Jones £ij Sf, jd., I pay 
him £ij io settle the account. That is, he aHoau me Ss, ^^ Discount, 

LEDGER ENTRIES. 
Dr. Mr. JOAES. Cr, 



To Cash 13 o o 

„ Discount 085 

jgi3 8 S 



jf s. d. 
By Balance of acct. d ue 13 8 5 

^'3 8 g 



Dr. CASH ACCOUNT. Cr. 

I jCs. d. 

I By Jones 13 o o 
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Dr. DISCOUNT ACCOUNT. Cr. 

I By Jones 085 

You notice ( I. ) that the money paid to Mr. Jones GC13) goes to the 
Dr. side of Jones's account, and the Cr. side of Cash account. 

(2. ) That the Discount (&r. 5^.) goes to the Dr. side of Jones's 
account, and the Cr. side of Discount account. 

EXAMPLE II. 
Mr, Smith (who cnves nie £2j) settles his accotiniy less J ^1^ discount, 

5 */o (or Five per cent) means, Five pounds for every hundred pounds 
■ — Five shillings for every hundred shillings, and so on. The easiest 
way to reckon Five per cent is to turn pounds into shillings, thus : — 

£ s, d. 
Five per cent on ;£" I o o is one shilling ( I o ) 

Five per cent on £ 2 o o is two shillings ( 20) 

Five per cent, on ;f 10 o O is ten shillings ( 10 o ) 

Five per cent on j^ 20 o o is twenty shillii^ ( I 00) 

Five per cent, on ;f 50 o o is fifty shilings ( 2 10 o ) 

Five per cent on ;f lOO o o is one hundred shillings (5 00) 

A little practice and effort would soon make you very expert in 
calculating five per cent on any sum of money. 

To get at the right way of entering the above you must take one step 
at a time. 

( I. ) Calculate five per cent on £2$ (25^.). 

( 2. ) Notice the word less, Mr. Smith did fwt pay me £z^f but 
{£2$ less25x.). 

(3. ) Find the amount actually paid {£2^ 15^.)- Now apply the 
Rule (as follows) : — 

(I.) Debit "Cash" and Credit "Mr. Smith" with the aviount 
actually received, 

( 2. ) Afr, Smith is Credited with the Cash ; therefore Mr, Smith 
must be credited with the Discount. 

( 3. ) Cash account is Debited ; therefore Discount account must be 
debited. 
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LEDGER ENTRIES. 
Dr. Mr. SMITH, Cr^ 



;f S. CL 

To Balance of acct. due 25 o o 



;f25 o O 



£, s. d. 
By Cash 2315 o 

„ Discount ^__S__Q 



Dr, CASH. Cr. 



Cr. 



Dr, 




DISC0VN7 


. 


To Smith 




I 5 0] 




• 


8. 


Test Exercise 


(H.) 




9. 


Do. 


(1.) 




10. 


Do. 


(J.) 




II. 


Do. 


(K.) 




12. 


Do, 


(L.) 



BAD DEBTS. 
The next Exercise contains some " Bad Debts," and will perhaps 
need a little explanation. To "write an account off as a bad debt" 
means to balance that account and carry the balance to " Bad Debts" 
account. 

To "accept a Composition" is to receive part of the amount due, 
and then balance the account, and carry the balance to Bad Debts 
account. A debtor who Hnds himself insolvent. lays all his affairs open 
to his Creditors, and asks them to receive a part of what is due to them, 
and to cancel the obligation as though he had paid his debts in full. 
When a proposal of this kind is made and agreed to, the Debtor is said 
to have "compounded" with his Creditors, and the Creditors are said 
to have accepted a composition of so much in the pound. If you are 
in any difficulty about a transaction of this, kind, adhere to the following 



86 Thorntofis Book-keeping Primer. 

RULE 

1. Find how much money was actually received. 

2. Debit Cash account with the amount received, 

3. Credit the account of the party who gave the cash* 

4. Balance the account you have just Credited. 

5. Carry the balance to Bad Debts account. 

EXAMPLE. 
/ accept Composition of js, in the £ from Jones and Co,, who owe 
me £18, 

Mr. Jones*s account in the Ledger stands thus :— 

/?r. /ONES 6* Co. Cr. 

To Goods £ 18 o o| 

1. The Cash actually received was of course eighteen times 5^., >.^., 
£/^ los od. 

2. Therefore I must Debit Cash account £/^ lor. od. 

3. I must also Credit Jones and Co. £\ los, od. 

4. Now balancing Jones and Co*s account, I find there is a balance 
o{£i3ios.od. 

5. This balance I carry to Bad Debts account. 

LEDGER ENTRIES. 
£>r. JONES &> Co, Cr. 



To Goods 


£ s. d. 
18 


By Composition.. 

f, Balance, card. 
B. D 


£ s. d. 
4 10 




^^.--^ 


^° 13 10 

• • • 




;f 18 


;^ 18 


/?n 


CA. 


Sir. 


Cr. 



£ s. d. 
To Jones & Co. *•• 4 10 o 



l>r. BAD DEBTS. Cr. 

To Jones & Co. ...••«.•. 13 10 o | 
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13. 


Test Exercise. 


(M.) 


14. 


Do. 


(N.) 


15. 


Do. 


(O.) 


16. 


Do- 


(P.) 


17. 


Do. 


(Q.) 



VALUE OF STOCK. 

You are asked in the next exercise to calculate the value of Stock at 
the end of the month. Perhaps you think that as you would balance 
Cash accotint, to get at the value of Cash in hand^ so by balancing 
Goods account you could get at the value of Goods in hand f Now this 
would be the case if you bought and sold your Goods at the same prices, 
but as the selling and cost prices do not agree, it is useless to attempt 
to ascertain value of unsold Stock in this way. You must get rid of the 
idea of price for a moment and think only of quantity. 

RULE. 

1. Ascertain the quantity unsold. 

2. Calculate the value of that quantity at cost price, 

EXAMPLE. 

Jan. I, Stock in hand 

120 Tons of Coal at 2CJ. 

Jan. I ) Bought 50 ,. >• i* 20i-. 

to ^i. \ Sold 90 ,, „ „ 25J. 

Calculate value of Stock on Jan, j/. 

/. f. q, [ 

I. Quantity on hand Jan. 31 120 o o j 

Add No. of Tons bought since 50 o o \ 

170 o o 
Subtract No. of Tons sold 90 o o •: 



Q<itfM//(yon hand Jan. 31 80 o o 

9. Value of Eighty tons at 20^. j^So or. od. 
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i8. 


Test Exercise 


(R.) 


19. 


Do. 


(S.) 


20. 


Do. 


(T.) 


21. 


Do. 


(U.) 


22. 


Do. 


(V.) 


23. 


Do. 


(W.) 


24. 


Do. 


(Y.) 



LESSON XIII. 

How' to prepare entries for the 

Ledger. (First Method), 

(JOURNAL). 

Before we can make a proper entry of a 
Transaction in the Ledger, we must know, as 
we said in Lesson XI — 

1. Where to write, 

2. What to write. 

Th^ Journal hdiS a two-fold use corresponding 
to these two questions. It ^cxs, first, as a sort 
of check upon the accuracy of the Ledger by 
reminding us of the double entry that must be 
made of every transaction, and by stating which 
account in every case is to be debited, and 
which is to be credited. 
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The second purpose of the Journal is to set 
<:Iown such particulars of each transaction as it 
may be thought desirable to keep on record. 

The nature of these particulars varies very 
much, not only with the kind of business, but 
also with the account in which the entry has to 
be made. 

In Cash account, for example, we should wish 
to see not only the amounts paid and received, 
but also the dates when they were paid or re- 
ceived, and the name of the person to whom they 
were paid, or from whom they were received. 

I n Goods account it would be desirable to have 
the name of the purchaser and seller of the 
Goods as well as the date and amount of each 
transaction. It might, also, in some cases (see 
Test Exercise R), be necessary to have parti- 
culars of the Goods sold. 

I n Personal accotmts we want to know, not 
only how much the person in question owes me 
(or I owe him), but also what it was for and the 
date or dates when the debt was incurred. 

Note, In general it is best to have in the Ledger as brief a statement 
as possible, putting^// particulars in some other book, and noting in 
the Ledger the page where those particulars are recorded. 
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The Rule given on page 69 for entering trans- 
actions will very much help you in "journalising/* 
as It will always enable you to do the most im- 
portant part of journal work, that is, telling 
what account is to be debited and what account 
is to be credited. You will observe that the 
names of these accounts occupy the first wide 
column on each page of the journal. The next 
column is for the particulars to be entered in 
words in the Ledger. You will best learn what 
to put here by carefully studying the examples 
given which embrace all the ordinary kinds of 
business transactions. 

EXAMPLE. 

youmalise tlu following Transadiofts : — 

£ s. d. 
Jan. I Sold Goods for Cash 5 5 o 

2 Bought Goods of W. Jackson lo 7 o 

3 Sold Goods to R. Robertson 3 13 6 

4 Paid for Wages 12 o o 

^ 5 Drew from Bank 100 o o 

,, 6 Received of W. Norris 25 o o 

Discount 214 

„ 7 Sold Goods to K Houghton, he paying me ) 18 8 6 
half in Cash ( 

„ 8 Accept Composition of $s, in the £ on Mr. ) « 10 o 
Newton's debt oi £10 J 
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£ ^s. d. 

Jan. 9 Take Stationery out of Stock for Office use... 0126 

, 10 Gas account for last quarter sent in 6 19 10 

, II Purchase Business Premises for cash 500 o o 

, 12 Settle last quarter's Gas account 6 19 10 

, 13 Drew Cash for Personal expenses 15 o o 

, 14 E. Houghton pays remainder of Cash due, ) 943 

for Goods bought on Jan. 7 viz : J 



The kind of Journal in ordinary use is shown 

below — 

£>7^s. Crs, 



Cash Dr. .. 
To Goods 



Goods Dr 

To W. Jackson 



R. Robertson Dr. 
To Goods 



Trade Expenses Dr. 

* 

To Cash 

(For Wages and Salaries) 



Cash Dr. .. 
To Bank . 



Cash Dr 

Discount Dr. 

To W. Norris 




The ruling adopted over leaf is however 
recommended for beginners. 



92 



Dr. 



JOUR 



Ledger 
Folio. 


Date. 


94 


1878 
Jan. I. 


95 


•, 2 


95 


» 3 


95 


M 4 


94 


.. 6 



Name OF Acer. ! Particulars. 

! 

"Whereto write." "What to write." 



>» »» 



«» 



»» 



Cash Dr. To Goods ... 

Goods Dr. To Jackson... 

R. Robertson Dr. To Goods ... 

Trade Expns. Dr. To Wages ... 

Cash Dr. To Bank 

Do. Dr. To Norris .... 

Discount Dr. To do 

I 
Cash Dr. To Houghton. 



X. 



5 
10 

3 

■1 

2 
9 



5 

7 

13 
o 

o 

o 

I 

4 



o 
o 
6 
o 
o 
o 

4 
3 
3 



»» 



>t »» 



To Goods .... 
To Houghton. 



18 
9 



8 
4 



6 
3 



E. Houghton Dr. To Goods ....j 9I 4 

(The above might have 
^. Houghton Dr. 

Cash Dr. 

(where Houghton is first debited with the whole amount and then 
a judgment as to which would be the better plan). 

I „ 8 I Cash Dr. | To Newton & Co. J 2 | 10 i 

(You will remember that Newton's account has ^o be balanced ; and 
transferred to another account, some Book-keepers always make a Journal 



•» f» 



»» 



,, 10 Do. 



Bad Debts Dr. 



Trade Expns. Dr. 



Dr. 



To Newton. 



To Stationery 
To Gas, I qr. . 



7 


10 




12 


6 


19 



10 



(The above entry ought strictly to have 



»» 



** 



II 



12 



Business Prms. Dr. 



Gas Comp. Dr. 



To Warehouse | 
situate in HighSt \ 

To Cash 



500 



6 19 



10 



(Not "Trade Expenses Dr." You will 



M 13 
»* 14 



Capital acct. Dr. 



Cash 



Dr. 



To Private exps. . . . ] 15 



To Houghton, 



o 
3 



NAL. 



Cr. 



93 



Ledger 
Folio. 



Date. 



95 
95 
95 
94 
95 



1878 
Jan. I. 



»* 



f » 



»> 



>» 



>* 



2 

3 

4 

5 

6 



9i tf 



NameofAcct. 
"Where to write." 



Goods 



Particulars. 



" What to write. 



;*^ »• 



Cr.iBy Cash 



W. Jackson Cr.'By Goods 



Goods 

Cash 

Bank 

W. Norris 

Do. 

Goods 



Cr. 
Cr. 
Cr. 
Cr. 



By Robertson. 
By W^ages .... 

By Cash 

By Cash , 



Cr.jBy Discount 



« 7 

„ ,, Do. 
been Journalised thus) ; 
„ 7 IGoods 



Cr. 
Cr. 

Cr. 



By Houghton. 
By do 



X. 



5: 5 

I 

i^ 7 



3 
12 



13 
o 



100 o 



,, ,,\E, Houghton Cr. 



By Houghton 



By Cash 



25 

2 

9' 
18 



o 
I 

4 
4 

8 



o 
6 
o 

o 
o 

4 
3 
3 



credited with Cash for half. Compare these two methods and try to form 

I ,, 8 I Mr. Newton Cr. | By Comp. 5^. in £t ^{ 10 | 

the balance carried to Bad Debts. When the balance of one account is 
•ntry (called a "Transfer entry"), as follows :— 

,, „ Mr. Newton Cr.|ByBalancetrans- ) | 

ferredtoBaddts- 1 ! 



»f 



«> 



10 



Goods 



Cr. 



Gas Comp. Cr. 



By Trade Exps.... 
By I qrs. Gas 







7 


10 




1 


12 


1 6 


19 



o 

6 

10 



been made at the end of the previous year. 

M II Cash Cr. By Business Pre- 



,, 12 Do. 



Cr. 



mises 



By Gas Comp. ... 



500 



19 



10 



•ee why not if you look at the entry on Jan. 10). 



.. 13 
f. 14 



Cash 



E. Houghton Cr. 



Cr.;By .Self 
By Cash 



«5 
9 



41 3 
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When entries have been thus prepared for 
the Ledger they must be afterwards posted or 
transferred into the Ledger. 

POSTING THE JOURNAL. 

1. Open the Ledger at the account named 
in the Journal. 

2. Enter the date, particulars, and amount 

on the same side in the Ledger as that in 
which they appear in the Journal. 

3. Enter the Journal folio in the Ledger. 

4. Enter the Ledger folio in the Journal. 

N.B. — Post up clay by day. That is, post the Journal entries of 
Jany. I St. before making entries in the Journal for Jan. 2nd. 

The following example of the posting of the 
first five entries of the Journal, on pages 92 and 
93, will be sufficient to show the manner of 
posting. 



Dr. 

Tan.. I To Goods ... 
n 5 „ Bank ... 



JNL. 

Fo. 

92 
92 



lepgeh. 

CASH ACCOUNT. 



5 o o Jan. 4 By Wages . . . 
100 o o. 



IjNL. 

Fo. 
93 



6V. 

;£* S. d. 
12 O O 
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Dr, GOODS, 


Cr. 


Jan. 2 To Jackson . 


Jnl. 

Fo. 

92 


10 7 ojan. I By Cash ... 
Ijan. 3 „ Robertson 


Jnl. 
Fo. 

93 
93 


550 
3 13 6 


Dr. R. ROBERTSON. 


Cr. 


Jan. 3 To Goods ..." 92 3 ^3 6 

i 




Dr, TRADE EXPENSES. 


Cr. 


Jan. 4 To Wages... 92 

1 


12 




1 

Dr. IV' JACKSON. 

Jan. 2 By goods ... 93 


Cr. 
10 7 


Dr. 




1 

BANK. 

[Jan. 5 By Cash ... 


1 ^3 


Cr. 
100 



The series of Exercises following this lesson 
is supposed to represent the business transac- 
tions of a merchant for twelve months. 

You must Journalise every transaction first, 
and then post from the Journal into the Ledger. 
The Books have to be balanced and proved, 
at the end of every month, The balances that 
are then carried down answer the purpose in 
each case for the next month, so that the work of 
** opening the Ledger" has only to be done once 
at the beginning of the year. 
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EXERCISE ON LESSON XIII. 

JANUARY 1ST. 

;f s. d. 
Assets. Cash....r 22 3 7 

Goods 2,488 10 o 

Bank 361 5 4 

T.Jenkins 12 12 o 

E. A. Freeman 240 i 8 

S. Newth 826 18 o 

P. A. Nuttall 100 o o 

Henry and Scott 3^9 '3 6 

White and Riddell 53 o 7 

Liabilities. H. Carpenter 1*241 7 il 

R. Blakelock 86 18 o 

T. K. Amokl 490 il I 

J. P. Hall 105 o o 

W. Cobbett 500 o o 

TRANSACTIONS. 

(JANUARY). 

3 Sold Goods for Cash 100 o o 

4 S. Newth pa]rs into Bank 500 o o 

7 Nuttall settles, (less 5 "/o) 

8 Sold Goods to H. Stapleton 750 o o 

10 ,, „ White and Riddle 95 ^ 4 

12 Bought „ ofT. K. Arnold 1,200 o o 

13 Drew from Bank 800 o o 

14 Received of Henry and Scott \ 300 o o 

Discount ... ( 19 13 6 

20 Paid J. E. Carpenter ) l|200 o o 

Discount ... ( 41 7 II 

22 Sold Goods to S. Newth 188 14 2 

23 S. Newth settles. 
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January (continued), 

£ s. d. 

25 Sold Goods to W. H. Goold 330 o o 

27 Paid for Trade Expenses 40 o o 

„ Sold Goods for Cash 20 o o 

30 Bought ,, of J. P. Hall 52 10 o 

31 Drew for Private Expenses 25 o o 

Value of unsold Stock 2,546 19 6 



iy 



(FEBRUARY). 

2 Sold Goods to Mr. Jenkins 850 

,y ,, ,, ,, Freeman 150 o o 

„ ,, ,, „ Nuttall 200 o o 

3 Settled Hall's account. Discount 7 10 o 

5 Sold Goods to Mr. Jenkins 35 o o 

7 M >» »» Nuttall 775 o o 

„ Bought ,, of „ Cobbett 1,000 o o 

10 Sold „ to „ Freeman 28 o o 

15 i» »» »» Jenkins 500 

16 Bought „ White and Kiddle 181 8 10 

21 Sold ,, for Cash 60 o o 

„ ,, ,, to Mr. Freeman 74 o o 

25 „ „ „ G. H. Finch 344 15 o 

28 Trade Expenses for the month 32 6 ii 

,, Drew for self 25 o o 

y. Value of Goods unsold 2,280 911 

(MARCH). 

I Paid into Bank 400 o o 

4 Received of W. H. Goold 330 o o 

5 Received of Mr. Finch 200 o 9 

10 Mr. Nuttall settles (less 5 »/o) 

„ Settle Cobbett*s account (less 5 »/o) 
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March (contintted), 

£ s, d, 

12 Sold Goods to E, C. Clarke i|05o o o 

17 ,, „ Mr. Freeman 100 o o 

18 Bought,, of ,, B.Owen 740 o o 

20 „ ,, Longfield and Wilkie 505 o o 

26 Clark settles (less 5 */o) 

30 Paid into Bank 1,000 o o 

31 Freeman sells me £^OQ worth of Goods 

and pays balance of his account. 

Trade Expenses 71 o o 

Privatedo 50 o o 

Goods in hand 3*025 9 11 






(APRIL). 

I Stapleton settles (less 5 %) 

17 Sold Mr. Jenkins Goods 12 3 o 

20 Mr. Finch pays on account 100 o o 

21 Settle Mr. Owen's account (less 5 •/o) 

„ Sold Goods to Fawcett and Son 306 o o 

25 Accept Composition of 10/- in the £ on 
Jenkins's account. 

27 Sold Goods for Cash 1,800 o o 

28 Paid T. K. Arnold 1,000 o o 

30 Trade Expenses 27 9 8 

„ Drew for Private do 50 o o 

« ValueofStock 1,158 8 6 

(MAY). 

5 Paid into Bank 800 o o 

6 Bought Goods of J. E. Carpenter 2,500 o o 

9 Sold „ Fawcett and Son 120 o o 

10 „ „ Mr. Nuttall 696 o o 

11 yy „ Henry and Scott 100 o o 
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May (continued). 

£ s. d. 

19 Sold Goods to Mr. Finch 508 7 6 

„ ,, „ Longfield and Wilkie. 150 00 

24 ,, ft Barry and Son 30 o o 

25 „ „ Mr. Freeman 308 9 9 

27 „ ,, „ Nuttall 25 o o 

31 Trade Expenses 58 5 o 

„ Private do 50 o o 

„ Value of Stock 2,07816 3 



(JUNE). 

I Settle Arnold's account by cheque, 

(That is, by payment made from Bank). 

8 Sold Goods to Mr. Nuttall 187 o o 

10 „ „ Charles Hole 450 o o 

14 „ „ Fawcett and Son 35 o o 

15 Drew from Bank i.ooo o o 

17 Mr. Finch settles. Discount 326 

18 ,, Nuttall pays me 500 o o 

20 Paid for Wages 20 o o 

25 Paid J. E. Carpenter i,Scpo o o 

30 Drew for self 50 o o 

„ Paid for sundry Trade Expenses 20 o o 

„ Value of Stock 1,528 16 3 

QULY). 

7 Settle Blakelock's account. 

10 Bought Goods of Longfield and Co. ... aoo o o 

11 „ „ T. K, Arnold 1,000 o o 

17 Sold „ to Mr. Nuttall 341 5 8 

18 ,y ti Barry and Son 59 o o 

20 .9 », for Cash 150 o o 

22 n M to Heniy and Scott .««... 300 o o 
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July (cmttimmed) 

£ *. c. 
23 S<dd Goods for Cash 1*250 o o 

26 Freeman settles. Disoount...... 899 

27 Settle Ainold's acxxmnt, (less 5 * 'J. 
29 ,9 Caipentcr's aaxmiiL 

51 PriTale Expenses 50 o o 

Trade Expenses 25 8 7 

Value of Stock 912 8 11 
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AUGUST. 

3 Received of Mr. NuttaU 500 o o 

5 „ „ C Hole 450 o o 

6 Paid Wlute and Riddle 33 o o 

n Discount o I II 

II BoB^t Goods of Ixx^field and Wilkie 50 o O 

25 Paid Loi^field and Wllkie 500 o o 

31 Trade Charges for Avi^asl iS 10 o 

y« Drawn for Personal Expenses 100 o o 

„ Value of Stock 962 8 11 

(SEPTEMBER). 

16 Bought Goods of T. K. Arnold 22 11 i 

18 „ „ J. E. Carpenter 1,423 8 9 

., „ J. P. Hall 8S 6 7 

„ „ „ W. Cobbett 150 o o 

19 ,y „ Longfidd and Wilkie... 234 12 8 

„ „ ,. B. Owen 1,361 6 6 

22 „ M R. Talboys 2.000 o o 

25 Sold „ to Mr. Nuttall 161 11 i 

28 „ ,. do 20 4 3 

30 Drawn for self 50 o O 

y. Trade Charges for the month 61 o • 

„ Value of Stock 6,092 14 6 
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(OCTOBER). 

7 Sold Goods to Barry and Son 50 o o 

12 ,, „ Mr. Newth ,. 300 o o 

13 „ ,, Fawcett and Son 165 o o 

14 i» 99 Mr. Nuttall 211 8 il 

16 „ ,y Barry and Son ii 6 6 

,, ,y »» Mr. Nuttall 64 12 9 

27 ,, „ Henry and Scott 500 O O 

25 „ „ for Cash i|236 10 6 

„ Mr. Nuttall pays me on account 1,000 o o 

29 Settle Hairs account. 

„ ,, Cobbett's account (less 5 "/o). 

31 Trade Expenses 3' 4 5 

», Personal do 50 o o 

„ Value of Goods on hand 3>973 12 4 

(NOVEMBER). 

I Sold Goods to Mr. Nuttall 100 O o 

5 ,, „ Fawcett and Son 223 8 5 

6 Settle Longfield and Wilkie*s account. 

9 Sold Goods to Henry and Scott 1,000 o o 

20 J. E. Carpenter sells me Goods 200 o o 

21 Henry and Scott settle. Discount... 25 o o 

23 Sold Goods to Mr. Newth S14 8 6 

24 „ „ „ Nuttall 542 6 9 

26 Settle J. E. Carpenter's account. 

27 Barry and Son pay me 150 o o 

Discount 066 

28 Paid T. K. Arnold , 22 ii i 

„ Paid into Bank 2,000 o o 

30 ,, for Trade Expenses 141 7 8 

„ ,, Private do 50 o o 

„ Value of Stock 1,858 8 9 
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(DECEMBER). 

£ '^ d. 
lO Sold Goods for Cash 2,000 o O 

12 Settle Talboj's acoomst. 

13 Kewth settles^ Discount 14 8 6 

iS Fawcett and Son pay me 500 O O 

19 Pay B. Owen (in settlement of his claim) 1,350 O O 

(This account being now uttltd^ must be ilciid — 
and the balance, (if any), carried azcay\, 

20 Mr. Nnttall pays me 349 9 5 

21 Fawcett and Son settle in full. 

30 Cash paid for Trade Expenses 119 ii 8 

„ into Bank 729 5 9 

taken for self 108 4 o 

31 No Cvoods on hand : — Stock all sold dEL 



9* f » 



LESSON XIV. 

HoAV to Prepare Entries for the 

Ledger, (2nd Method). 

CASH BOOK & GOODS BOOK. 

You will, I am sure, have noticed, in doing the 
last exercise, two accounts much longer than the 
others, viz : — Cash and Goods ; and perhaps, in 
posting from the Journal, you were wise enough 
to save yourself some little trouble by posting 
all the entries for Goods account at the same 
time, and likewise all the entries for Cash ac* 
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count. Has it occurred to you that it would 
come to the same thing if you were to enter all 
those items to Goods (pr Cash) account in one 
line, in one large amount, instead of making six 
or eight entries of as many small amounts ? If 
not, you may reflect upon the matter, and you will 
see no reason why this should not be done, both 
with Goods and Cash accounts. That is to say, 
the entries for each of these two important 
accounts, may if we choose, be collected and all 
posted in two entries, viz : — one entry for the 
Dr., and one for the Cr. side. 

I must remind you that in real life, the num- 
ber of transactions in a month would probably 
be much greater than six or eight. When there 
are some scores, or perhaps hundreds of trans- 
actions effected every day, the labour of entering 
and posting these is very considerable, and it 
becomes a serious question whether it can in 
any way be abridged. 

Let us see then, whether we cannot adopt some 
system of classification, by means of which the 
labour of posting may be lightened, without 
interfering with the principle of entering every 
transaction in two places. For we must clearly 
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bear in mind that it is this principle which en- 
ables us to " prove our books," and that if (in 
our endeavours to shorten labour) we lose sight 
of this, we shall never be able to prove ; and 
after all our labours shall not feel at all certain 
whether our result is right or wrong ! But if 
we hold fast to this Key, that every Debit 

must have a corresponding Credit, 

we may introduce whatever new ideas or modi- 
fications of old ones our ingenuity can suggest, 
as being in any way likely to shorten our work, 
or as being better adapted to the particular busi- 
ness or profession in which we may be engaged. 

We will suppose then, that we collect all those 
entries that refer to Goods, and arrange them in 
two divisions : — Goods Inwards (or Goods 
bought), and Goods Outwards (or Goods sold). 
We will do the same with those entries that 
refer to Cash ; arranging these as Cash Inwards 
(or Cash Received), and Cash Outwards (or 
Cash Paid). 

( I. ) This work of classifying and arranging 
might easily be done by using two books, which 
we should call Goods Book and Cash Book, and 
by entering the transactions on either the right- 
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hand or the left hand page, according to whether 
the Goods or Cash came In or went Out. 




(This plan is the best in Examinatiitn Papers, and also in Trade 
(he number of transactioDS is not veiy great.) 

Or ( 2 ) you might use three Books. 




Or { 3 ) by dividing the Cash Book as well 
as the Goods Book you could use four Books. 




(Iliis is the best plan when the number of Cash Transactions is 
niffidently large). 
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Now let me try and explain to you exactly how 
this method of classifying your transactions saves 
labour. Take by way of example the following: — 

TRANSACTIONS. 

Bought Goods of J. Harper £ 2Q 

„ ,, R. Green lO 

W. Holland 5 

E. Grant 12 

A. Love 6 

M. Turner 50 






£^os 



Each of these transactions in Journalising 
would require a double entry, and each of the 
twelve entries thus made would require posting. 
That is, by Journal work you would have 
twelve entries and twelve postings. 

Now according to this second method, you 
begin by making a single entry of each transac- 
tion in the Goods Book ; and each of these six 
entries will have to be posted in the Ledger. 
Thus you will have the same. six Credit entries 
and six Credit postings, that you had in jour- 
nalising. But instead of making six Debit entries 
and six Debit postings as in the Journal, you 

add up the bought side of the Goods Book, and 
make only one entry to the Debit of Goods 
account, which entry you post accordingly. It 
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is plain, however, that the amount of this one 
Debit posting is equal to that of six Credit 
postings, so that you have not (in efifect) broken 
the golden rule of Book-keeping, that every 
debit must have its corresponding credit, whilst 
you have effected a saving of five entries and 
five postings. 

GOODS BOOK. 

(Bought Side). 

J. Harper Cr. By Goods £ 20 

R. Green Cr. By do 10 

W. Holland Cr. By do S 

E. Grant Cr, By do. 12 

A. Love Co. By do. 6 

M. Turner Cr. By do 50 

Goods aooount Dr. to Porchases iB108 

The Rule for making entries by this method 
is exceedingly simple. There are three books 
for making entries of transactions in : — 

r- T) i for all Sales and Pur- 

I. Goods Book : | ^^^^^ ^^ ^^^ 

2 Cash Book- i ^^"^ ^^^ payments and 
2. l^ASH COOK . < receiots of Cash 

T , ( for all transactions that do not 

^' ^ 'I refer either to Cash or Goods. 

We will now take the same Transactions that 
were Journalised in our last Lesson (see page 
^o), and prepare them for the Ledger by mean' 
of Cash Book and Goods Book. 



io8 



RECEIVED. 



CASH 



Ledger! 
FoLi->, 



Date. 



Name of Acct. 



"3 



1873 
Jan. I 



95 


>» 


5 




>» 


6 




f> 


7 




» 


8 




»> 


14 


112 


>) 


31 



Particulars. 



Cash sales ... 

Bank 

W. Norris .... 

E. Houghton ... 

Mr. Newton.... 

E. Houghton ... 

Cash account Dr. I To Receipts 



Comp. 5/.in;f... 



5 
100 

25 
9 

2 

9 



J. 

5 

o 

o 

4 
10 

4 



£n^ I 3 



o 
o 
o 

3 

o 

3 
6 



BOUGHT. 



GOODS 



Ledger. 
Folio. 



Date. 



95 



1878 
Jan. 2 



J. 



flT. 



W. Jackson 



Goods as per Inv. 



10 



I '3 i» 3» 1 Goods acct Dr. 



To Purchases ... 



;f 10 7 

i- 



JOUR 



1878 
Jan. 6 



95 



8 
9 



99 



>f 



Discount Dr. 
Bad Debts „ 
Trade Expns „ 
Trade Exps. ,, 



To Norris 



„ Npwton .... 
», Stationery ... 
9t Gas, I qr. ... 



7 
o 

6 



I 
ID 
12 

19 



4 
O 

6 

zo 



BOOK. 



PAID. 



log 



Ledger 
Folio. 


Date. 


Name of Acct. 


Particulars. 


£ 


s. 


d. 




1878 
Jan. 4 

n II 
f> 12 

f, 13 

»» 31 


Trade Expenses . 
Business Prms.... 
Gas Company ... 
Capital account . 

Cash account Cr. 


Waees 


12 

500 

6 
IS 






19 









Warehouse No. 2 
Self 




10 



"3 


By Disbursemts. . 

1 


4 

^.533_ 


19 


10 



BOOK. 



SOLD. 



Ledger. 
Folio. 


Date. 

1878 
Jan. I 

» 3 

n 7 
» 31 


• 




£ 


s. 


d. 


112 


Cash sales 


vThe nature and 
1 and quantity of 
> the articles sold 
1 may be specified 
^ here. 

By sales 


5 

3 

18 


5 

13 

8 

7 





95 


R. Robertson ... 
E. Houghton ... 
Goods acct. Cr. 


6 
6 


"3 


£ 27 






NAL. 



1878 
Jan. 6 

» 9 
„ 10 



W, Norris Cr. 

Mr. Newton „ 

Goods acct. „ 

Gas Comp. „ 



By Discount 


£ 

2 


s, 

I 


„Trsf.toBdDts 


7 


10 


„ Trade Charges 





12 


9, I qts. Gas ... 


6 


19 



d. 

4 

o 

6 

10 
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You will notice that the Transaction on the 1st refers both to Cash 
and Goods. It must therefore be entered in both Books. 

The entries having been thus prepared for 
the Ledger must now be posted. The follow- 
ing Rules will guide you — 

POSTING GOODS BOOK. 

1. Open the Ledger at the account named. 

2. Enter the date and amount with the words " To Goods *' or "By 
Goods " on the opposite of the Ledger to that in which they appear 
in the Goods Book. 

3. Transfer the Totals of both sides of Goods Book to the same 
side of Goods account in the Ledger. 

4. Enter the folio of G. B. in the Ledger. 

5. Enter the Ledger folio in G. B« 

POSTING CASH BOOK, 

1. Open the Ledger at the account named. 

2. Enter the date and amount, with the words " To Cash " or " By 
Cash " on the opposite side of the Ledger to that in which they 
appear in the Cash Book. 

3. Transfer the Totals of both sides of the Cash Book to the same 
side of " Cash Account " in the Ledger. 

4. Enter the folio of C. B. in the Ledger, 

5. Enter the Ledger folio in C. B. 
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EXAMPLES OF POSTING INTO THE 

LEDGER. 

Cash Account. Cr. 

Folio. 



Dr. 



Folio. 



1878 
Jan. I 



»f 



31 



Feb. I 



To Balance ... 
,, Receipts... 



To Cash in hand 





735 


1878 
Jan. 31 


108 


151 3 6 


»i »} 


886 3 6 


352 3 8 




■ 





By Disbursmts. 

„ Balance 
card, down 



109533 19 10 



352 3 8 



886 3 6 



Z?/'. 



Goods Account. 



Cr. 



Folio. 



Folio. 



1878 
Jan. I 



»? 



31 



9> >» 



ToGoods inhand 
„ Purchases ... 108 
Net Profit... 



19 



Feb. I To Goods in hd. 





£ J. d, 
100 


1878 
Jan. 31 


108 


10 7 
700 


i> »» 


117 7 


90 









By Sales 

,, Goods in hd. 
card, down 



109 



£ J. d, 
27 7 o 

90 o o 



ill? 7 o 



Dr 


1 
• 




Cash Sales. 






Cr. 


1878 

Jan. I 


ToGoods 


109 


£ s. d, 
5 5 


1878 

Jan. I 


By Cash 


108 


£ s. d. 
5 5 












• 





Examples of the other postings are given on pages 
p4 and 95. 
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MISCELLANEOUS EXERCISES. 

1. Work out the Exercise given in Lesson XIII by means of Cash 
Book and Goods Book. 

2. Work out Test Exercises A to Z using Cash Book and Goods Book 
(with Journal if necessary). If there ate more than ttoo hinds oj Goods^ 
work out the Exercise in two ways. 

/. By putting them all together vnthaut distinction. 

a. By using separate columns in your Goods Book (see appendix). 

3. Work out the series given on page 77 using Day Book, Invoice 
Book and Cash Book. 

4. Make out a Cash Book for twelve months, from the Exercise on 
pp. 96 to 102, balancing every month. 

5. Give the Transactions from which the following entries have been 
made : — 

DAY BOOK. 

£ s. d. 

May I. B. Whitworth. 

Sundries •••• 10 o o 

a, 3 Carson and Son. 

Sundries • 50 o o 

INVOICE BOOK. 

Aug. 3. Burleigh Brothers. 

Wine as per Invoice loO O O 

' CASH OUTWARDS BOOK. 

Aug. 7. D. W. Wilkinson 15 o o 

„ II N. Oldham 20 o o 

6. Name the transactions recorded in the Ledger entries on pages 
94 and 95. 

7. Name the tnmsactions recorded in the Ledger entries on pages ll 
andu. 
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8. Make out a Goods Book with double columns, recordlng^ therein 
the transactions named in Exercise VII. page 20, (see appendix p 137). 

9. Supposing in the above Exercise that you had £iQO Cash on 
Jan. I, and that your stock of Tea on April 30^ was worth £s^ and 
that of Wine, £^9$* What was your Net Capital on Jan. I and 
on April 30 ? 

10. Make out a series of Twenty Transactions, Jan. to Dec., to agree 
with, and illustrate, F. Hyde's Capital account (page 28). 

11. Draw up and prove a series of Ten Transactions illustrating the 
facts given in Exercise IV (page 30). 



!• 



12. Give the Journal Entries of the following Discount Transac-^^ 
tions : — 

Feb. I Settled Arnold's account {£iS7) less 5 •/o. 

„ 3 Paid W. B. Fitch ;f 13 o o 

Discount o 12 6 

99 5 Received of A. Wright 100 o o 

And allowed to him discount 7 3 o 

99 6 R. Staines settles his account ..^ .. 250 o o 

less 2\ 7o discount 

13. Work out Test Exercises A. to Z. using a Journal only. 

14. Make out a Cash Book with Bank colnmnn (see page 132), from 
Exercise, page 96 &c., balancing every three months. 

15. Work out Test Exerdses M. to Z. using /?«r JJooks (see 
page 105). 



tftiS*^ 
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You will now have a very good idea of the 
essential principles of Book-keeping. In some 
of the complicated systems of accounts you may 
meet with in life, you may not be able very 
readily to trace out these principles ; but a little 
patient careful observation, and quiet thought 
will generally enable you to follow the windings 
of the most intricate system, and to see how 
each entry leads up to the final result. 

You have found, before this, I am sure, how 
very necessary it is in Book-keeping to be accu- 
rate, and what troublesome results arise from the 
very smallest error. The same care and patience 
which have helped you to work out and prove 
the exercises in this book will help you to keep 
your own accounts and prove them, when you 
are no longer working at a school exercise, but 
are fulfilling one of the most important duties 
of a man. To excel in Book-keeping 

all your work should be done 

ACCURATELY, 

NEATLY, 

EXPEDITIOUSLY. 
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TEST EXERCISES. 
A. 

'isjoy, I Cash in hand loo o o 

,i ,1 Goods ,, 200 o o 

Jany, 3 Sold Goods to R. Allen 50 o o 

„ 7 Bought ,, of F.Andrews 10 o o 

„ 12 Sold „ forCash 30 o o 

„ 31 Value of Stock 140 o o 

B. 

Marchi Cash in hand 50 o o 

„ ,, Goods ,, 100 o o 

,, „ Mr. Barton owes me 700 

March 2 Sold Goods to J. Brown 40 o o 

,) 5 >» iy S* Barton 10 o o 

„ 12 J. Brown pays me 25 o o 

,, 13 Bought Goods of G. Brand 30 o o 

,y 20 Sold „ for Cash 10 o o 

„ 31 Value of Stock 85 o o 

C. 

May I Cash in hand 400 o o 

,, I, Goods 000 

,, ,, L. S. Cooper owed me 10 o o 

„ ,, I owed C. Carter 70 o o 

May I Bought Goods of C. Carter.... 200 o o 

V 7 Sold „ to L. S. Cooper 10 o o 

,, 8 >) ,i G.Collins 20 o o 

,f 12 Paid C. Carter 140 o o 

,, ,, L. S. Cooper pays me 15 o o 

,,30 Paid for Trade Expenses 200 

y, 31 Value of Stock 175 o o 
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D. 

£ J. d, 

June I. Cash in hand 150 o o 

„ „ Goods „ 300 o o 

„ ,, Cash in Bank 100 o o 

„ ,, I owed F. David 50 o o 

June 5. Bought Goods of F. David 113 o o 

n 6 Sold „ to D. Denton 50 o o 

n 10 „ ,, J. Daw and Son . 66 o o 

„ 12 Drew Cash from Bank 40 o o 

,, ,, Paid F. David 170 o o 

,. 25 „ for Repairs 14 o o 

„ 30 Sold J. Digby Goods 40 o o 

„ „ Took Cash for Personal Expenses... 10 o o 
(Cash out : — Capital in — see Lesson 6). 

„ 30 Goods in hand 300 o o 

E. 

Jan. I Cash in hand 50 o o 

,, ,, Goods „ 500 o o 

„ „ J. Ellis owed me 20 o o 

„ „ I owed W. Ellison 17 o o 

„ „ ,, ,, Edwards Brothers II O O 

Jan. I Sold Goods to J. Ellis 100 o O 

„ 3 Bought „ of Edwards Brothers ... 55 O O 

,,20 Sold ,, to John Evans 105 o o 

,,21 Paid Edwards Brothers 40 o o 

,, ,, J. Evans pays me 105 o O 

In other words ** J. Evans settles his account." 

,,24 Paid Edwards Brothers 10 o o 

„ ,, ,, for Shop Repairs 7 o O 

,,31 Pei*sonal Expenses 10 o O 

„ ,, Goods in hand 414 o o 
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F. 

Sept. I Cash in hand 140 o o 

„ „ Goods „ 430 o o 

„ ,, Cash in Bank 23712 i 

„ ,, I owe I. Fish 400 o o 

Sept. 5 Paid lor Office Coals 4 10 6 

„ ,, Sold Goods to J, Farmer 50 o o 

yy 6 „ „ „ J. Fell 41 10 o 

„ 8 Bought Goods of G. Fear 60 o o 

„ 12 J. Farmer pays me 50 o o 

„ 20 Settle G. Fear's account. (This 
means of course "Pay G. Fear" 
what I owe him). 

„ 21 Paid J. Fish 100 o o 

„ ,, ,, for Wages 10 10 o 

„ ,, I, ,, Travelling Expenses 2 6 8 

„ „ Private Expenses 523 

y, 30 Goods in hand 429 o o 

G. 

Aug. I Goods in hand 321 i 2 

,, ,, Cash ,, ,, 201 o o 

„ „ A. Goodman owes me 50 o o 

Aug. 3 A. Goodman pays me 50 o o 

„ 4 Sold Goods to J. George 4 17 o 

„ 5 Bought,, of G.Gage 5215 6 

,, „ Sold ,, to J. Gardener 50 10 6 

„ „ „ „ for Cash 41 11 o 

,.12 Bought Goods for Cash 100 o o 

„„ Paid G.Gage 5215 6 

„ „ Received of J. Gardener 40 10 6 

,,22 J. George pays me 4 10 o 

., 31 Trade Expenses 700 

„ „ Private „ 600 

a, „ Goods in hand 405 18 2 
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H. 

Dec. I Cash in hand 782 

„ „ Goods in „ 194 10 6 

,, „ I owe Mr. Hardy 12 o o 

„ „ Mr. Harris owes me 20 o o 

„ „ Houghton and Son owe me 35 o o 

Dec. I Mr. Harris settles his account less 5 7o Discount 

„ 3 Sold Goods to W. Heaver 880 

„ ID Bought „ of M.Hardy 14 li 2 

„ ,, Paid Mr. Hardy 25 o o 

Discount received I ii 2 

,,15 Sold Goods to Howell and Co. ... 13 o o 

»>3i •» »» for Cash - 93 12 2 

This is supposed to be the sum total 
of Monthly Cash Sales. 

„ ,, Trade Expenses 200 

,, „ Personal „ 500 

,, „ Value of Stock 124 i 6 

I. 

Oct. I Cash in hand 1000 o o 

,, y, Goods ,, icx> o o 

Oct. I Bought Goods of A. Isaac 500 00 

„ ,, Paid into Bank .'. 500 o o 

,, 2 Sold Goods to B. Inch 109 15 6 

„ 10 ,, ,, C. Ingham 89 16 7 

n ,, „ M D. Ingrey 50 o o 

„ 12 Paid for Wages 15 o o 

„ i* If Gas 600 

„ „ Drew for Personal Expenses 30 o O 

,,14 Sold Goods to D. Ingrey 48 17 5 

„ ,, Drew from Bank 150 o o 

„ 20 Settle Isaac's account less 5 %. Discount 

,,25 Sold Goods to E. Iliff. 4010 o 

yy 31 Value of Stock 361 o 6 
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J. 

Note, — In this exercise there are three Goods Accounts ! (see Lesson 

VIII). 

L J. d. 

Nov. I Cash in hand 84 2 2 

( Tea 300 o o 

„ ,, Value of Stock < Cofi'ee... 54 o o 

( Sugar ... 148 o o 

„ „ Mr. Jeflfery owes me 489 o o 

„ „ I owe James Jolley 58 15 7 

»» » W. Johnson owes me 104 o o 

„ 2 Sold Tea to J. Jones 87 o O 

» 3 If Coffee to W. Jackson 50 o o 

>> 4 J« Jones settles his account (less 5 % 

discount). 
„ 14 I pay James Jolley what I owe him. 

,, „ Paid for Wages 15 I 2 

„ 16 „ „ Rent 10 o o 

»f 17 »f >» Postage Stamps I o o 

,,22 ,, ,, Shop Repairs 11 7 o 

>i 23 ,, „ Office Coals 3 3© 

»> >> » »> Parcel 019 

„ ,, Sold W. Johnson Sugar 90 o o 

,,30 Personal Expenses 12 o o 

„ „ Value of Stock — Tea ;f25o. 

Coffee £ 10, 

Sugar £ 60. 

K. 

Dec. I Cash in hand 29 4 5 

>> it f» f> Bank 102 3 2 

„ „ Goods in hand 505 18 9 

„ ,, I owe R. Kemp 700 o o 

,9 ya Jabez Kettle owes me 63 o o 
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Test Exercise K. (continued), 

£ s, d. 

Dec. 2 Sold Goods to S. King 60 o o 

7 J. Kettle settles his account less 5 °/o. 

8 Sold Goods to W. Kentish 75 o o 

Bought „ of Knapman and Co. ... 25 o o 

10 S. King settles less 5 ^l^ Discount. 

12 Sold Goods to W. Kentish 150 o o 

20 „ ,f Knapman and Co. . 3^ 3 5 

21 ,, „ S. King 220 

31 Trade Expenses 32 8 8 

Private do 25 o O 

„ 31 Value of Goods on hand 316 14 5 






9» 



L. 
(Make separate accounts for "Books" and ** Stationery"). 
Jan. I Assets none. 

Liabilities none. 

„ ,, Bought Stationery of Lewes and Co. 200 o o 

,, ,, ,, Books of Longman and Co. 184 2 3 

„ ij Sold „ to A. Lincoln 50 o o 

3 ,, ,, J. P. Lawrence ... 50 o o 

5 „ Stationery do 24 4 4 

,, 10 Bought do. of Lewes and Co 50 o o 

„ „ Sold do. to T. Lamb 5 5© 

„ „ „ do. to A. Lincoln 17 17 7 

,,31 ,9 do. for Cash during the month 98 15 6 

„ „ „ Books do. „ ,, »» 109 12 6 

„ ,, Paid Lewes and Longman, each ... 100 o o 

„ „ Trade Exps. ;^i8. Private Exps. . 10 o o 

„ „ Books in hand, value O o o 

„ „ Stationery do 54 4 ' 

M. 

April I Cash ;f 20. Bank ;f 85. Goods ;f 788 
„ „ Manning and Co. owe me... 33 
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Test Exercise M. (continued) 

£ s. d. 

April I I owe Morris and Son 125 o o 

Mather and Co. owe me 70 o o 

W. R. Mountain owes me 3 3 o 



»> f* 



»• >» 



April 5 Write off Mountain's acct. as a bad debt, (page 85). 

y, 7 Mather and Co. pay me 50 o o 

„ 8 ,, ,, buy Goods of me... ii o o 

w 12 ,, „ settle, less 5 ®/^ 

yy 15 Sold Goods for Cash 150 o O 

„ „ Settle with Morris and Son, they 

allowing me 5 % Discount. 
„ 20 Accept Comp. of 17/6 in the £ 

from Manning and Co. (see page 85). 

,,30 Trade Expenses 13 4 6 

„ ,, Private do 20 o o 

,,30 Value of Stock 659 o o 

N. 

( Glass \£ £ £ 

Nov. I Assets S^;;,-^ 

f Horace Neale 42 

Nash and Son 80 

W. G. & J. Naylor 19 



Liabilities 



Kov. I Bought Grocery of Nash and Son... 64 2 2 

„ „ ,, China for Cash 700 

„ 6 Sold Grocery to Horace Neale 18 o o 

, 10 Nowell and Co. pay me Comp. 10/- in the £, 

,16 H. Neale settles less 5 °/o Discount. 

, 30 Grocery ^ Cash Sales... 81 8 ii 

, „ Drapery C during the ... 116 10 5 

, ,,, China and Glass ... ) month 13 2 8 

, ,, Trade Expenses 10 o o 

, „ Private Expenses lo o o 
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Test Exercise N. (contimted), 

£ J. d. 

Grocery 460 13 3 

Nov. 30 Value of Stock <^ Drapery 686 o o 

China and Class. 30S 6 10 

O. 

Cash £^. Goods ;f 38. 

Oct. I Assets -^ Oliver Brothers i i o 

E. Gates 3 5 o 

„ Liabilities \ O^^" ;^ 2 10 o Onley 12 2 6 

( Osborne 1742 Odell 21 19 ii 



,, 5 Oliver Brothers settle. 
,, 10 £. Gates settles. 



}> »» 



15 Sold Goods for Cash 12 o o 

18 Bought ,, of J. Osborne 13 o o 

21 Sold „ for Cash 15 o o 

26 Bought ,, of W. Owen 800 

27 Sold „ for Cash 10 10 O 

Settled Owen's account less 5 "/q. 

31 Trade Expenses 5*5 

Private Expenses 6 12 4 

Goods in hand 3610 o 



P. 



Jan. I Cash ;^8 5^. Bank ;f 55. Goods 1,129 i 11 

! Porter and Sons ... 202 o o 
W. S. Prentice ... loo o o 



"Tk u* -D \j\^\ Porter and Sons ... 202 o o 
DebtsPayable ^_ s_ p^^^^j^^ ___ 



>> 



Receivable — Patmore andCo. 50 o o 
Jan. 2 Patmore and Co. settle, less 5 ^/q. 

„ 3 Patmore and Co. buy Goods worth 220 o • 
(paying Cash for half of them) 

,, 5 Sold Goods to D. Pelham 20 O o 

„ „ ,» „ Patmore and Co 40 o o 



Test Exercises, 123 



Test Exercise P. (continued), 

£ S' d. 
Jan. 8 Patmore and Co. settle less 5 ^/q. 

„ 12 PaidintoBank 100 o o 

,,15 Sold Patmore Goods 10 6 6 

>f 18 ,, „ „ 26 6 9 

„ ,, Patmore paid 26 13 3 

„ 30 Accept Composition of 7/6 in £ for 

remainder of Patmore's debt. 

,,31 Trade Exps, ;f 4. Private Exps.... 600 

„ „ Value of Stock 891 7 7 

Q. 

iCash £<i^.. Bank £iQO. Goods 990 o O 

Quick and Co. owe me 308 o lo 

I owe James Quim per 65 7 6 

Quarles and Son owe me 820 

Aug. 7 Quarles and Son pay me 800 

(not £% less discount. ) 

y, ,, Discount 020 

f, 10 Quick and Son pay me 300 o o 

Discount 8 o 10 

„ 18 Sold Goods for Cash 75 12 ii 

„ 25 Bought ,, of James Quimper ... lOO o o 

„ 31 Trade Expenses 346 

„ ,, Private ,, 500 

„ ,, Value of Stock 1,025 o O 

R. 

iCash 500 
In hand 100 doz. Port, at4o/-perdoz. 

Richards and Son owe me 172 o o 

I owe Rowland and Co 224 o o 

James Robinson owes me 130 O O 

Hay 12 Soldior Cash 20 doz. Port at 45/-. 

„ 16 „ Mr. Rutter 10 „ „ 50/-. 

yy „ Bought of Rowland and Co. 50 

doz. Sherry at 42/- 



tt if 
t» 
ft 
ti 
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Test Exercise R. (continued), 

£ s. iL 
May 22 James Robinson settles less 5 ^q. 

,, 29 Sold Richards and Son 6 doz. 

Sherry at 54/-. 

„ 31 Trade Expenses 5 5 o 

„ „ Private ,, ao o o 

Calculate value of Stock at cost price, (see page 87). 

S. 

Oct. I Cash ;f 75. Bank ;f 185. Goods... 8S0 i 10 

„ „ I owe Mr. J. Sharp 77 18 4 

„ „ „ Messrs. Scott and Son 18 18 6 

Mr. Sewell owes me 30 o o 

3 Bought Goods of Mr. Sanders 50 o o 

10 Sold ,, toMr. Southey 12 12 o 

14 Paid Mr. J. Sharp 7$ o o 

Discount 2 18 4 

,,20 Sold Goods to Mr. Sewell 10 o o 

„ 21 Mr. Sewell pays me 20 o o 

y, 22 Sold Goods to Mr. Southey 32 10 o 

„ ,, Mr. Sewell pays me zo o o 

,,24 Drew Cash from Bank 50 o o 

„ „ „ „ tor Personal Expenses 10 o o 
,, ,, Mr. Sewell pays Comp. 15/- in £, 

,, 31 Trade Expenses 5 17 6 

,, ,, Goods in hand 885 13 8 

T. 
Nov. I Cash £17 2J. 4d. 

„ y, In Stock, 268 cwt. Sugar at 2 6 Zperatft 

»> 500 „ Cheese „ i 10 o „ 

I owe Toulmin and Gale 50 o o 

„ 3 Sold for Cash lOO cwt. Cheese at 33/-. 
,,4 ,, to Mr. R. Thompson, 100 cwt. 

Cheese at 35/-. 

y, II ,, E. Tanner, 200 cwt. Sugar at 2 10 o 
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Test Exercise T. (continued) 

£ s. d. 
Nov. II Bought for Cash, 278 lbs. Tea at 3/- 

„ ao Paid Toulmin and Gale's account 
less 5 7o* 

„ 30 Trade Expenses 486 

„ „ Personal Expenses 15 o o 

Calculate value of unsold Stock at cost price. 

U. 
Dec. I Cashjf'ioo. Bank ;^aoo. Goods ;£'i, 000. 



Debts Payable : — 

Underwood £1^ 

Upton and Co ;f8o 



Debts Receivable : — 

Underhill ,..£20 

Urquhart £^0 

£ s. d, 
Dec. 3 Settle all outstanding accounts. 

„ 5 Sold Underhill Goods 200 o o 

„ 6 ,, Urquhart do 50 o o 

„ II Underhill settles less 5 ^j^ 

„ 12 Urquhart pays me Comp, 18/- in the £. 

„ 16 Paid into Bank 100 o o 

„ 18 Bought Goods of Upton and Co.... 20 o o 

„ 29 Settled Upton's account less 5 °/,^ 

,,31 Trade Expenses 500 

„ ,, Personal ,, 10 o o 

„ „ Value of Stock 820 o o 

V. 

Feb. I CsLsh £7 Ss, gd. Goods 123 o o 

„ ,, I owe Mr. Vinter 45 o o 

„ ,, Mr. Vale owes me 67 o o 

» ft Vaughan and Co. owe me 89 o o 

„ 4 Sold Goods for Cash 27 i 5 

Discount 215 

,, 10 Bought Goods of Mr. Vinter 100 o o 

,,13 Settle Mr. Vinter's account less 5 ®/,^ 
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Test Exercise V. (continued) 

£ s, d, 

Feb. 14 Sold Goods to Messrs. Vaughan& Co. .12 00 

,, 17 Do. do 423 

,,20 Do. for Cash 18 18 o 

Discount* o 18 o 

,, 28 Took Goods out of stock for office 

use 300 

(Trade Expenses must be'debited). 

„ ,, Paid for Trade Expenses 341 

,, ,, Drew for Self 5 5 o 

,. „ Value of Stock ^79 14 i 

W. 

! Wheeler and Wilson ... 12 4 6 

Warner and Russell o 18 4 
Cash ;f 10. • Bank ;^70o. 

Goods 600 o o 

( Warren and Son 20 o o 

Liabilities < Williams and Angel ... 16 16 o 

( Wain Wright Brothers ... i 10 6 

July 12 Drew Lom Bank 50 O O 

„ 21 Settled all outstanding accounts. 

Aug. 10 Sold Goods to Warner and Russell 250 

„ 20 ,, ,» Wheeler and Wilsoii 12 o o 

Sept. 15 M M Warner and Russell 80 17 6 

,, 18 „ „ Wingfield and Co. 300 

,,31 Bought ,, for Cash 120 o o 

„ „ Sold „ „ 433 3 10 

„ ,, Gas acct. for current quarter sent in 3 5 ^ 
(Credit the Gas Company). 

„ „ I owe Landlord i qr's. rent 12 10 O 

(Credit the Landlord). 

„ „ Trade Expenies 8 15 4 

„ „ Private , 10 o o 

„ „ Value of Stock 2x3 4 6 
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Y. 

£ s, d. 

Dec. I Cash ;£'30. Bank ;f 1,000. Goods... 900 o o 

,, I owe Yeatman and Co 250 o o 

,, Mr. Youngmanowesme..... 500 o o 

,, Frederic Young owes me 15 o o 

,, Drew from Bank 800 o o 

3 Youngman settles. 

7 Purchased Business Premises for cash I, ocJO o o 

(Open an acct. " Business Premises.") 

10 Settle Yeatman's account less 5 "/o* 

12 Sold Goods for Cash 1,000 o o 

15 Young pays me Comp. 13/4 in £, 

31 Trade Expns. during the month ... 17 i 3 

,, Private Expns. „ „ ... 20 o o 

,, Value of Stock — nil 000 



QUESTIONS TO BE ANSWERED AFTER EACH TEST 

EXERCISE. 

1. Am I solvent or insolvent ? and by how much ? 

2. How much was I worth at the beginning of the month ? 

3. How much am I worth now ? 

4. How much have I gained (Gross Profit). 

5. How much have I lost (B.D., Dis., T.E.), 

6. How much have I earned (Net Profit). 

7. How much have I spent (Private Expenses). 

8. What would my income and expenditure be per annum at the 

same rate ? 

9. How much do I owe ? 

ID. How much do other people owe me ? 

11. Have I enough Cash (in hand and Bank) to pay all my debts? 

12. What has been the amount of my Cash receipts for the current 

month ? 
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(Practical Difficulties). 

Anyone attempting for the first time to keep 
a set of Books with the accuracy necessary for 
Proving, will probably, even though he may 
have fairly grasped the principles of the science, 
meet with many difficulties in iki^ practical appli- 
cation of those principles. 

With a view to meet some of these difficulties, 
a few suggestions are appended in the form of 
question and answer. 

1. HoAv am I to ensure accuracy 
in my daily Cash balance ? 

If your Cash sales are numerous keep a 
separate account of them in a Book used for 
that special purpose— ^ ^^^^ Book). Enter every 
cash sale in this Book, putting the money that 
you take in a drawer or Till by itself. At the 
end of the day cast up the Till Book and com- 
pare the Total with the amount of Cash put 
aside. If you have more money than has been 
entered in the Book you must make an entry of 
the difference, so as to make the Total of the Till 
Book agree with the amount of Cash received for 
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Goods Sold. You may now enter this amoum 
in Cash Book and in Goods Book. 

TILL BOOK. 





January ioth, 1878, 


I 


S. 

I 

I 


d. 




(Particulars may be en- 
tered here if desired). 










• 


2 

8 
I 

2 


7 

3 
6 

6 






&c. 


3 
&c. 


&C. 




Total 


I 


19 


10 




The amount in the Till 
is however £2 \s. 4^. I 
therefore enter ''Sundries'' 
Total I 


2 


I 

I 


6 

4 



Transferred to Cash Book (Inwards) and 
Goods Book (Outwards). 

In the same way, if you are in the habit of 
paying away a number of small sums as Trade 
Expenses, set aside £$ or ;^ 10 in the morning 
and make your payments from this fund, entering 
them in a book called ''Petty Cash Bookl' and 



1^0 T/iornto7ts Book-keeping Pri7ner. 



agreeing the Total (as you do the Till Book) 
before transferring it to the Cash Book. 

2- If Cash Account comes w^rong 
in spite of my best efforts to the con- 
trary does that make it impossible 
for me to Prove ? 

Not at all. Nothing can hinder your proving 
but an inequality between your Debits and 
Credits. 

If Cash is over, make an entry on the Dr. side 
€f Cash Book thus : 

Error Account Cr. By Cash over (so much). 
If Cash is short enter on the Cr. side of Cash 
Book thus : 

Error Account Dr. To Cash short (so much). 

These entries must be posted to a "nominal" 
account in the Ledger headed "Error Account," 
and this account must be balanced, and the 
balance transferred to P. & L. at the end of the 
year. 

This method of dealing with Cash Errors 
involves a principle worth remembering : that 
If ANY account (Real, Personal or Nominal), 
shows a Gain or Loss — the balance of such Gain 
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or Loss must be transferred to P. & L. before 
closing the books. 

3. I am in the habit of granting a 
large number of Discounts and 
abatements- Is it necessary to make 
a Journal entry of each one ? 

No. If Discounts are numerous enter them 
in a separate column in the Cash Book, as in the 
following example. 

CASH INWARDS BOOK. 



Ledger 
Folio. 



To Mr. Jones, Cr , 

„ E. Amberley, Cr. ... 



Discounts. 



I 

5 



o 

2 

3 

o 



II 



5 
o 

2 






Cash. 
o 

ID 

5 
15 



10 



o 
o 
o 
o 



„ Jackson and Co. Cr. 
„ W. Wilde & Son Cr. 

Cash, Dr 

Discount account Dr. 

Post as follows : 

1. The items to the opposite side. 

2. The Totals to the same side. 

EXAMPLE. 
Post the first item thus : — 

ZV. Mr. /ONES. Cr. 

£ 5. d. 
By Cash 500 

„ Discount 050 
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Post each of the other items (Amberley — 
Jackson — Wilde) to the Cr. side of their respec- 
tive accounts, because they come from the Dr. 

side of Cash Book, 

Post the Totals jCsi los, ocf. and ;^i ii^. ^d. 
to the Dr. of Cash and Discount accounts 
respectively. 

4- I make most of my payments 
by cheque. Is it necessary to Jour- 
nalise all these ? 

Payments made by cheque can be entered in 
the Cash Book at once by using two columns, 
one for Bank and one for Cash. 

CASH BOOK, WITH BANK COLUMNS. 



Ledge r 
Folio. 



Jantmry lothy i8yg. 



R. Sampson 

Trade Expenses Wages 

E. Carter and Co 

Williams Brothers 

Goods — Cash Purchases 
Cashacct.Cr. ByPaymts. 
Bank acct. Cr. , , do. 





Cash 


r 


Bank. 


I 


J, 


d. 


17 


J. 

2 


3 


5 





5 

£6 


4 
10 


lO 



5 




! 

1 






13 








1 
1 


48 


16 



d. 
10 



o 
o 



10 
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The example given represents only the Cr. 
side of the Cash Book, or (if two Books are 
kept), the " Cash Outwards Book." 

When Cash is drawn from Bank or paid 
into Bank, an entry must be made on both sides 
of this Book ; on one side in the Cash column, 
and on the other side in the Bank column. 

5. Is it necessary that the casting 
of the Sold Book (or Day Book), 
should be correct to a penny? If 
so how^ is this perfect accuracy to be 
ensured. 

One of the best ways of checking the casting 
is to use two £ s. d. columns — the inner for 
each separate item, and the outer for the total 
of each debit (see example over leaf). It is the 
latter alone that need be posted, but the casting* 
of the two columns ought of course to agree page 
by page, and this agreement must be arrived 
at, before transferring the total to Goods 
account. 
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6. My business consists of several 
distinct branches, and I want to 
know the profits on each. Is it 
necessary to Journalise or make a 
double posting of every transaction? 

Mr. A. is a Bookseller and Stationer. We 
will suppose that he sells both new and second- 
hand books, and that he wishes to classify his 
gains under the three heads of 

New Books, 
Second-hand Books, 
Stationery, 

This may of course be done by Journalising, 
but the following example will show the easiest 
method. 

The column for Totals has been purposely 
put near to the name for convenience in posting. 
The Invoice Book would of course be kept in 
the same way, both books being cast up at the 
end of the month and totals for each column 
carried to their respective accounts in the 
Ledger. Then, by balancing these accounts 
at the end of the year (according to the Rules 
on page 43), the profit on each branch of the 
business is very readily ascertained. 
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. Folio. Date. 



Name and Address. 



Total. 





I87S 

Oct. 12 


Chas. Kins:, Esq 


• 


J. 

19 


a. 




14, High Street 




• 








„ 12 


R. Looker, Bristol 




IS 


6 




«> 12 


W. Meyer, 




4 






Royal Crescent. 






» 13 


G. Passmore 


I 


a 






4 






F. Cressall, 


I 


5 


6 




• 

Trinity College 




» 13 


G. Bury 


I ' T7 i 


6 








• / 1 






M 14 


H. Havnes. Swansea ,. 




I 
6 


2 










£ 6 


8 








""■*' 



Example of Day Book. 



Descsiptiom of Goods, NewBoek 


. &a»J.fund. Slatimtry. 




^ 


J. 

6 


d. 






^ ';Ki 




























3 


6 


































" 












Farrat's Ufe of Christ, a vols. 


>|4 




\ \ 














18 
3 6 




















Scribbling I/-. Blollii^l/- 




Smith's Ulin Leacon, half russia 


■ 


II 6 




2 6 




























1 


ITewBocdtsi/c. Cr. ;£3 i £ 

8eoond.lumda/c.Cr.^a 14 s 

Stationery a/c Cr. ^ ro 6 

jf6 6 8 


3 


■ 


t 


' 


>4 


S 




IC 6 
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7- There are a good many Small 
Debts that I have never been in the 
habit of posting. I have simply 
entered them in the Day Book and 
crossed them off w^hen paid. This 
plan saves considerable trouble. 
Would it interfere with Proving? 

Everything must be posted if you wish to 
prove your books. It is not necessary however 
to open a separate account for each person. All 
the advantage of systematic Book-keeping may 
be secured, and nearly all the trouble of the 
usual system saved by the following method of 
posting "Small Debts.** 

We will suppose that all the entries ifi the last 
example are of the nature referred to : that is 
to say, that there are no accounts already open 
to these names, and that you do not wish to open 
separate accounts to any of them. 

Open an account in the Ledger headed'*' Sundry 
Debtsl' and post tlum all to this account. 
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Dr. SUNDRY DEBTS. Cr. 

£ s. d, 
Oct. 12 King o 19 o 

„ „ Looker o 15 6 

,, „ Meyer 040 

„ 13 Passmore 140 

„ „ Cressall 156 

» » Bury I 17 6 

., 14 Ha3mes 012 

The important thing to remember in this 
method of posting is that when the accounts 
are paid you must credit — not the party paying 
the cash, but Sundry Debts account. Thus, 
if Looker paid his debt of 155. 6^., you would 
make the Cash Book entry — 

"Sundry Debts (Looker)" 155, 6^. 

not 
"R. Looker" 15^. 6^. 

If small debts are very numerous it might 
be advisable to open an account for each letter 
of the alphabet, as in the example given below, 
where provision is made for the address and for 
the possibility of a second transaction with the 
same party before the first is paid for. 

Moreover, by filling in only those amounts 

that are paid for in the outer column, it is easy 

. to distinguish at a glance between paid and 



^•^^^^^m^^m 
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unpaid debts, though, of course, all amounts 
must be filled out and the accounts balanced at 
the end of the year. The figures below the 
line denote the folio of the Sold Book. 



Thorntofis Book-keeping Primer. 140 













S 














53 


M 


• 


M 






^4 










• 


« 


VI 


W 





VO 


U) 


00 


OV 




- ta ^ 


• 


^ 


> 


K 


• 


• 


fe: 




?3 1 
• 1 


3 ! 


« 1 


> 

r 


> 



n 


i 

W 

5 


> 

ST 



a 

rO 

c 


• 

•1 
(n 



p 


3 
P 

g. 

n 
p 




Abbott, Ne 

Abel, Cam 
Atkins, 29, 


> 


• 


-1 


tr 

v> 

m 

cr 


en 

58 

1. 


3 

S 
3 


3 
p 


? 
i 
i 




bridge ... 
Upper St. 


% 

Si 

r 

1 








n 


• 





• 


• 




4 


1 « 










P 


• 


3 


• 


• 




• 






4^ 


N^ VO . 

1 




^ -ft. 
ox ^ 


■ 




1 *^ 
^ VO 


*iOv 


•p. 
00 


• 


o\ ** 


■ 


%J\ M 












^ 


Cri 


c« 






«.v 














vj 


o\ 


vj ■ 




- 
















00 


i 










( 


k> 










M 




is 


M 
















>N 




O) 


v» 






M 






OJ 




K> 




• 














ON 




OS 




.5^ 














> 






















H«« 


























«ft 


M 


sy 














OJ 




VO 
















• 




• 


s 


50 














> 




> 


fe: 


^ 














3* 






a 



s 


5* 

CO 




















P 


















. 

to 

1 




• 


• 

■ 

• 

> 
• 




1 

i 

• 
^4 






















■ 


o\ 






















»51 














M 




w 


M 


^ fi 














Oj 




«• 


M 


*^ L 














►i^ 






00 


•^o 






















»a 


M is 














M 








•^ C« 
















U) 




C»4 


M 


10 ^ 




















o\ 




Ov.*^ 



^ 



C/) 

d 
W 

C/3 



? 



HINTS AND MAXIMS 



FOR 



THOSE WHO ARE ESSAYING TO PROVE THEIR BOOKS 



IN BEAL UEE. 



1. Never make an original entry in the Ledger. 

2. Ckeck all your castings. 

3. Check all amounts carried from one folio to another. 

4. When an account is settled, rule it off and close it immediately, 

5. When statements of account are sent in to you, compare them 
with your Ledger without delay. 

6. Before statements of account are sent out by you, compare 
-.lem with your Ledger. 

7. Keep your por.tings close up. 

8. Check ail your postings by calling over. 

9. Make no entry in the Balance Sheet, that is not the Balance of 
^ome account in the Ledger. 

10. Let Debts Payable and Receivable be collected from the Ledger 
by two persons working independently, and compared and agreed 
before taken as correct. 
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